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PREFACE 

In a shorthand student's progress, the time when he is 
often most neglected and yet really needs the most skill- 
ful assistance, is when he has just finished his text-book. 
Ungraded, miscellaneous dictation at this stage, such as 
is frequently used, will be of greater injury than benefit 
to the pupil. It is the aim of this book to furnish 
material which shall be properly graded and arranged 
for dictation, and although sufficiently easy at the 
beginning to be used immediately after the completion 
of the text-book, yet sufficiently difficult at the end to 
give adequate practice. 

A novel feature of the book is the exercises. In 
writing new matter from dictation tiiere is danger that 
the student will write words with wliich he has had no 
previous acquaintance, in a careless or incorrect man- 
ner. Better results can be secured during the school 
course by compelling the students to write .the new 
words which occur in the letter or article several times 
slowly and carefully before the dictation is given. In 
this book the words about which the student might be 
in doubt are given in the exercises, and, in every case, 
should be carefully written by the student and exam- 
ined by the instructor before the letter or article is 
taken from dictation. 

Exercise 1 on the outer half of this leaf including 
lists i-0, should be written and removed from the book 
before the corresponding letters Nbs. 1-6 (on pages 9 and 
Iff) are used for dictation. Exercise 2, lists 7-12, should 
be written before the corresponding letters Nos. 7-12, 
and so on. After page 33 each exercise comes on the 
same leaf as the corresponding matter for dictation. 

Many dictation books consist of letters only. This 
book, in addition to nearly five hundred letters, contains 
a large amount of matter such as that given in the Civil 
Service Examinations ; general articles which will give 
information. to the stenographer; advice by eminent 
stenographers as to how to gain speed ; and portions of 
the articles which have been dictated in recent speed 
contests. This gives a great variety of matter, and 
when the student has completed the book, he will have 
a vocabulary sufficient for all ordinary purposes. 

A series of exercises, consisting of some of the more 
important of the technical terms in various lines of 
business, is also given. These will be useful for practice 
and for reference. 

3 



EXERCISE 1 
Letter l,paQ* 9 

South Bend 

Indiana 

herewith 

statement 

account 

escaped 

attention 

remittance 

appreciated 

Letter 2 f paff4 9 

Roanoke 

Virginia 

receive 

return 

mail 

union 

3 
Messrs. 

St. Paul 

Minnesota 

gentlemen 

sold 

January 

request 

matter 

amount 

convenience 
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Dayton 

Ohio 

month 

overlooked 

honor 

draft 

5 
Huntington 

West Virginia 

instant 

believe 

stock 

winter 

strictly 

first-class 

respect 

therefore 

insist 

settlement 
6 



Bingham ton 

New York 

balance 

overdue 

fetter 

kindly 
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The vocabulary, which includes practically all the 
words used in the exercises, contains nearly five thou- 
sand words, and will be found to be unusually complete. 

The book is printed in five editions with shorthand 
outlines for the vocabulary words, as follows : Benn Pit- 
man, Isaac Pitman, Graham, Munson, and Gregg. Many 
teachers, however, believe that better results can be ob- 
tained if the pupil is compelled to think out the proper 
outline for each new word, with only such assistance as 
the teacher may deem it wise to give, instead of copying 
thoughtlessly from a vocabulary. A sixth edition, 
therefore, has been provided, without shorthand out- 
lines in the vocabulary. In place of the outlines, blank, 
spaces have been left, in which the pupil may write his 
own outlines in whatever system he is using, and thus 
construct a dictionary of his own, Outlines, however, 
should not be placed in the vocabulary until the student 
has written the exercise in which the word appears, and 
the exercise has been approved by his teacher. On 
pages 207, 208, there is an alphabetical list of phrases, 
supplementing the vocabulary. 

The letters have been obtained from some of the 
largest firms in the United States, and represent .the 
best of modern usage ; and although, where necessary, 
they have been edited, no attempt has been made to 
polish them to such an extent that they should become 
mere literary productions rather than business letters. 
„ The author desires to express his thanks to those of 
his former students who have assisted in obtaining 
material, to the numerous business houses who have 
permitted the use of their letters, to the friends who 
have so generously prepared articles of general interest 
to the stenographer, and particularly to Miss Gertrude 
W. Craig, the instructor of Typewriting at Simmons 
College, whose judgment has been of constant help in 
the preparation of the manuscript. 



NOTE TO TEACHER 

The author strongly advises that no letter or article 
be dictated to the student until the exercise giving the 
words in the letter or article shall have been carefully 
written by the student. This will compel a pupil to 
write each difficult new word at least five times, and the 
instructor can very quickly and readily examine these 
exercises and note any incorrect or careless outlines. 
After the exercise has been written the student is 
ready for the dictation of the letter or article, and the 
instructor will be gratified to see how much better the 
dictation is taken and how much more nearly correct the 
outlines are than would be the case if the dictation had 
been given without this preliminary practice. 

It is advised that the student be directed to write 
the useful phrases in Exercises 108, 104, on pages 
207-210 early in the course, and to practice them 
repeatedly. 

It will be noted that there are two methods of count- 
ing employed. In the letters each twenty-five words 
is indicated. This method will be found the most 
convenient for a speed of one hundred, which is a com- 
mon goal in business schools. It is quite possible to 
vary the speed from seventy-five to one hundred and 
fifty, by dictating each twenty-five words in one third, 
one fifth, or one sixth of a minute. 

The general articles, with the exception of those 
given under the heading of Civil Service, are counted 
by twenties. As explained on page 149, this will per- 
mit the instructor to dictate at speeds of sixty, eighty, 
one hundred, or one hundred and twenty words a 
minute. 

A name, city, and state are given with each letter, 
but the words in the address are not counted. Each 
state in the United States, practically every city of over 
ten thousand inhabitants, and many with less- than that 
population are used. The names of these states and 
cities are given in the exercises, and should be carefully 
written by the student. 



exercise 2 

7 

Cumberland 

Maryland 

week 

outstanding 

collection 

current 

expenses 

Friday 

payroll 

Saturday 

greatly 
8 
Woburn 

Massachu- 
setts 

accommodate 

necessary 

attorney 
9 
Ogden 

Utah 

ultimo 

considerably 

small 

margin 

afford 

definitely 

expect 
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10 

Johnstown 

prompt 

behind 

section 

country 

frank 

state 

credit 

standard 

relations 

confidence 

11 
Martinsburg 

bituminous 

coal 

bins 

filled 

obtain 
12 
Ottawa 

Illinois 

cinder 

sample 

car 

inspect 

anticipate 

material 
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Philadelphia 

Pennsylvania 

railroad 

answering 

reference 

lumber 

anything 

weight 

seasoned 

cypress 
14 
Charleston 

form 

transit 

sufficient 

forge 

steps 

16 
Shamokin 

report 

chemist 

department 

regard 

sulphur 

endeavoring 

eliminate 
16 
Columbia 
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quotation 

poplar 

advancing 

wise 

order 

17 
another 

buckwheat 

similar 

burns 

Thursday 

latest 

serving 
18 
Cohoes 

stove 

charged 

strike 

compelled 

19 
Rome 

delivered 

complaint 

sort 

Clearfield 

referred 

superintend 
ent 

remedy 



INDEX OF AUTHORS OF ARTICLES 

(References are to article numbers ; not to pages) 



Arnold, Sarah Louise, 487. 
Beale, Charles Currier, 609. 
Bottome, Willard.B., 497. 
Brandeis, Louis D., 480. 
Bryan, William Jennings, 483. 
Cobb, Archibald, 486, 500. 
Converse, John H., 476. 
Conwell, Lepn M., 507. 
Conwell, Russell H., 484. 
Eldridge, W. S.,508. 
Filene, A. Lincoln, 479. 
Fuller, J. E., 493. 
Godfrey, Sidney H., 495. 
Hall, G. Stanley, 482. 



Hanna, Frank R., 498. 
Healey, Horace G., 491. 
Irland, Fred, 510. 
James, William L., 494. 
Kent, Dudley M., 488. 
Marshall, Clyde H., 496. 
Miner, E. N., 477. 
Moody, Dwight L., 523. 
O'Brien, R. L., 478. 
Simmons, J. Edward, 475. 
Stauffer, Milton F., 481. 
Wood, Nellie Margaret, 49ft 
Zimmerman, T. J., 485. 



DICTATION EXERCISES 



Before these letters are 



COLLECTION 

the student should write the corresponding 4 
sentence in the Preface {see page 3). 



Mr. Clyde S. Stewart, 

South Bend, Ind. 
Dear Sir: 

We inclose herewith statement of account which seems to have 
escaped your attention. An early remittance will be appre- 
ciated. 

Yours truly, (23) 
2 
Ur.L.L. Williams, 

Roanoke, Va. 
Dear Sir: 

We inclose herewith a statement of your account which is 
long past due. We should be pleased to receive remittance from 
you by u return mail. Unless we hear from you by the 10th of 
July, we shall draw on you through the Union Trust Co. 

Yours truly, (49) 
8 
Messrs. S. W. Baxter & Co., 
St. Paul, Minn. 
Gentlemen : 

We have as yet received no remittance for the engine sold you 
on January 6. 

There are heavy bills which we are obliged to " meet very 
soon, and we must request you to look this matter up and send 
us a check for the amount at your earliest convenience. 10 
Hoping to hear from you soon, we are 

Yours truly, (60) 
4 
Mr. William F. Wallace, 

Dayton, Ohio. 
Dear Sir: 

Your account was due on the 10th of this month. It is now 
the 15th, and we have not heard from you. We u feel sure that 
you have overlooked the matter, and now that it is called to your 
attention you will send us a check at once. 10 If we do not hear 
from you by the 25th, we shall draw on you, and trust you will 
honor the draft. 

Yours truly, (75) 
5 
Mr. Jacob Livingstone, 

Huntington, W.Va. 
Dear Sir: 

In reply to your favor of the 24th instant, we wish to say that 
we have every reason to believe the stock u we sent you this 
winter was strictly first-class in every respect. Therefore, under 
the circumstances, we must insist upon settlement in full. 
Hoping to • • receive an early remittance, we remain 

Yours truly, (58) 
6 
Messrs. Cox, Browne & Hill, 

Binghamton, N.Y. 
Gentlemen : 

On the 1st of the month we sent you a statement of account 
showing a balance due us of $222.05," most of which, as you weU 

9 



EXERCISE 4 

20 

Yonkers 

spruce 

boards 

wanted 

wane 

beveled 
21 
Evansviile 

pattern 

sa wed 

averages 

length 

shipment 

telephone 

to-morrow 

22 
Macon 

Georgia 

withdrawal 

assurance 

weekly 

newest 

items 

interest 

retain 

valued 

custom 
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23 

Asheville 

North Caro- 
lina 

William 

York 

Situation 

assistant 

bookkeeper 

bank 

messenger 

refers 

information 

character 

ability 

etc. 

confer 

gladly 

reciprocate 

24 
Esquire 

Norfolk 

examine 

volume 

opinion 

scarcely % 

Compliment 

impossibility 



know, is very much overdue. We have not heard from you yet 
in reply to our letter, co and we must request that you send us 
remittance not later than the 1st of next month. 
If you will not be able to do " this, kindly notify us at once. 

Yours truly, (83) 

7 (TofoUow exercise on page 5) 

Messrs. Stenson, Fisher & Co., 

Cumberland, Md. 
Gentlemen : 

We had hoped to receive a check from you last week. We 
have a good many accounts outstanding at this time, and we 
must" make immediate collection for current expenses. Will 
you not try to send a check so as to reach us by Friday of this 
week, that ,Q we may use it for our pay roll on Saturday? 

Please give this matter especial and immediate attention, and 
very greatly oblige 

Yours truly, (74) 

8 

Mr. Joseph Mathias, 

Woburn, Mass. 
Dear Sir: 

We inclose a statement of your account, which, as you know, 
is now three months overdue. We have tried to extend to you n 
every favor we possibly could, but have reached the point where 
we must have the money. We have done all we could to ac- 
commodate you, 80 and feel sure you will now do your best to 
help us. 

If you do not send us a check by the 15th, it will 7 * be neces- 
sary for us to place this account in the hands of our attorney. 

Yours truly, (91) 

9 

Mr. EliasH. Parks, 

Ogden, Utah. 
Dear Sir: 

On the 21st ultimo we wrote you calling your attention to 
the fact that your account was considerably overdue. Up to 
this ** time, however, we have not heard from you in reply to that 
letter. We sold you these goods on a very small margin, and 
of ■• course we cannot afford to let the account drag along in this 
manner. 

Please send us, by return mail, a check in payment; and if n 
for any reason you cannot do this at once, please write, letting 
us know definitely what we may expect. 

Yours truly, (96) 

10 
Mr. R. W Osburn, 

Johnstown, N.Y. 
Dear Sir: 

Yau are generally so prompt in your remittances to us that we 
feel sure there must be some reason why you are behind " in 
your payments. ■ 

We know that trade has not been very brisk in your section 
of the country, but we are going to be frank l0 with you, and state 
that we need the money. We feel sure you will keep your credit 
up to your usual high standard. 

In view " of our pleasant relations in the past, we will look 
with confidence for your remittance by the 15th of the month. 

Yours truly, (98) 
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GENERAL 
ffivrUtten tee pages 13, 14) 



The Atlas Coal & Coke Co. 

Martinsburg, W.Va. 
Jentlemen : 

We have no use for the six hundred tons of bituminous coal 
which you offer us, as our bins are filled up. We thank u you, 
however, for giving us an opportunity to obtain it. 
Very truly yours, (38) 

12 
Mr. Michael A. Mac Andrew, 

Road Commissioner, 
Ottawa, IU. 
Dear Sir: 

Do you wish to bid for our cinder output this year ? We have 
a sample car which we shall be glad to have " you inspect if 
you anticipate that you will have any use for this material. 
Very truly yours, (42) 

13 {To follow exercise on page, f) 

The Pennsylvania Railroad Co. 
Philadelphia, Pa. 
Gentlemen : 

Answering yours of the 4th, in reference* to the lumber in car 
# 42,873, we wish to state u that we do not remember there was 
anything that would cause the weight to be different from the 
usual run of seasoned cypress lumber. 

Yours l0 truly, (51) 

14 
Messrs. Andrew J. Barker & Co., 

Charleston, W.Va. 
Gentlemen : 

We note from Form 125 of October 21, that you have in transit 
and on hand, sufficient forge coal to " last only two weeks. 

Kindly advise if this is correct, and what steps you have taken 
to increase your stock. 

Yours very truly, (48) 

15 

The Lucas Engineering Co. • 

Shamokin, Pa. 
Gentlemen : 

The report of our chemist agrees with that of your Test Depart- 
ment with regard to the amount of sulphur in the Kepler Coke. 
We " are endeavoring to eliminate this difficulty, and if we suc- 
ceed, we shall take the liberty of writing to you again concern- 
ing the matter. 

Very respectfully M yours, (51) 

16 

Messrs. Edwin E. Lucky & Bros., 

Columbia, Pa. 
Gentlemen : 

Some time ago you wrote us for a quotation on Oak and Pop- 
lar,* which we sent you promptly. The prices on these woods 
are ** now advancing, and if you want the stock any time in the 
near future, it would be wise to order at once. If you will 50 
let me know when you are ready to place this order, I will come 
up and see you. 

Let me hear from you soon, please. " 

Yours very truly, (78) 

•Many bueJnen houm capitalize in their correspondence worda which are 
usually printed with small letter*. 



25 

Portsmouth 

New Hamp- 
shire 

inquiry 

clerical 

capable 

handling 

efficiently 

reliable 

hesitation 

recommend 

26 in £ 
Owensboro 

Kentucky 

forwarding 

memorandum 

mistake 

mislaid 

similarity 

missending 

courtesy 
27 
West Chester 

enterprises 

furnished 

satisfactory 

perfectly 

contract 
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Augusta 

railway 

statistics 

blanks 

postage 

required 

observe 

suggestion 

infer 

29 
Albany 

posters 

unusually 

examples 

artists 

inexpensive 

molding 

preservation 

30 
Paterson 

New Jersey 

therein 

services 

search 

articles 

extracts 

assistance 
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17 

Livingstone College, 

Mt. Carmel, Pa. 
Gentlemen : 

We have your order for another car of Buckwheat Coal, similar 
to that we sent you ten days ago. We are glad you find " that 
the coal burns well and can be used in your Power House to 
advantage. The car should reach Mt. Carmel to-morrow or 
Thursday at *° the latest. 

Thanking you for the order, and trusting that we shall have 
the pleasure of serving you again, we remain 

Respectfully yours, (73) 

18 

Mrs. Uriah T. Loop, 

Cohoes, N.Y. 
Dear Madam: 

We have your order for two tons of nut coal and one ton 
of stove coal. 

The prices you mention are what we ** charged you last year 
and there will be no difference in the stove coal this year; but 
owing to the coal strike, the nut coal f0 has gone up, and we are 
compelled to name you $5.75 a ton. Do you wish the coal at 
this price ? 

Respectfully fl yours, (76) 

19 

Mrs. Amanda D. Lovelady, 

Rome, N.Y. 
Dear Madam : 

We are very sorry that you have had trouble with slate in the 
pea coal we delivered to you last Saturday. This is u the only 
complaint we have had of the sort, for the coal is one of the best 
grades mined in the Clearfield region. The matter • ° has been 
referred to our mine superintendent, and if you favor us with any 
future orders, we shall do our best to remedy the trouble." 
Yours respectfully, (77) 
* 

20 {Tc/oUoto curtfM on pae* 9) 

The David F. Kirk Lumber Co. 
Yonkers, N.Y. 
Gentlemen : 

We are obliged to reject all of the spruce boards you sent us 
on our order 24 B. We specified particularly that we * wanted 
boards without wane, and the edges of all of the boards were 
decidedly beveled. Will you kindly let us know what disposition 
to make •• of the rejected lumber? We have no use whatever 
for it. 

Very truly yours, (64) 

21 
Mr. Jesse D. Snow, Purchasing Agent, 

The Stanley Motor Car Co., 

Evansville, Ind. 
Dear Sir: 

Can you use a thousand feet of white pine pattern lumber ? The 
wood is sawed into 4x4 inch stock, averages 8 " ft. in length, and 
is free from knots. We have it ready for immediate shipment, 
and if you can use it, please let us know w by telephone to-morrow 
morning. 

Yours respectfully. (56) 
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Mr. David F. Kirk, 
Macon, Ga. 
Dear Sir: 

In calling your attention to the withdrawal of oar Mr. Page 
from the road in your section, we do so with the full u assurance 
that our weekly letter, containing prices and a list of the very 
newest items of interest, will retain to us your valued custom. 

Yours ••truly, (51) 



23 



Mr 



Nathan A. Shaw, 

c / The James P. Powell Mfg. Co., 
Asheville, N.C. 
Dear Sir: 

Mr. William Moore, of York, Pa. y has applied to us for a situa- 
tion as assistant bookkeeper and bank messenger, and refers to 
you." By giving us any information you can regarding his 
character, ability, etc., you will confer a favor, which we shall 
gladly reciprocate at any time." 

Very truly yours, (63) 

' 24 
Joseph Richards, Esq., 

Attorney at Law, 

Norfolk, Va. 
Dear Sir : 

I have your letter asking me to examine your volume and write 
an opinion of it. I would gladly do so were it * possible. Re- 
quests of this kind, however, reach me in such numbers that 
should I comply, I should scarcely have time for anything 
else. Please be *° sure that I appreciate the compliment you 
pay me, and that I regret very greatly the impossibility of com- 
plying with your request. 

Sincerely yours, (74) 

26 {TO/OOOW flMTCfWM POP 11) 

Messrs. Alexander G. McClure & Co., 

Portsmouth, N.H. 
Gentlemen : 

The person about whom you make inquiry was in our employ 
for three years. While here he did some selling, but his work 
for " the most part was clerical. He is not a bookkeeper, but 
is capable of handling a day book and a cash book quite effi- 
ciently. He •• left our employ about three months ago with the 
idea that he was improving his position, and we did not know that 
he was again " making a change. We found him honest and 
reliable, and feel no hesitation in recommending him on that 
basis. 

Very truly yours, (07) 

26 

Mr. Marcus B. Walker, 

Owensboro, Ky. 
Dear Sir: 

I beg to thank you for forwarding me the memorandum which 
was sent to you by mistake. I should have acknowledged your 
kindness' 1 before, but the papers got mislaid. The similarity 
•f our names has, in the past, caused the missending of several 
documents, and I have no M doubt that, in the future, I shall be 
able to return the courtesy. 

Yours very truly, (66) 
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27 

Mr. John O Brien, 

West Chester, Pa. 
Dear Sir: 

We have had occasion to call on you for a great deal of informa- 
tion, in regard to the standing of old as well " as of new enter- 
prises, and in each case the information you have furnished 
has been reliable and much more satisfactory than any we 
have been M able to obtain from other sources. We are per- 
fectly satisfied with our contract. 

Yours very truly, (66) 



28 

Mr. George W. Stewart, 

Augusta, Ga. 
Dear Sir: 

In order that we may revise our mailing list for Annual Re- 
ports on Railway Statistics* the yearly edition of which is small, 
it n ia requested that you fill the blanks on the inclosed receipt 
card and mail it at»once, as addressed, no postage being required. 

Kindly observe M this suggestion, or we may wrongly infer 
that you do not wish to have us continue sending the reports 
to you. 

Very respectfully, (73) 



29 

Mr. James S. Walters, 

290 Pearl Street, 

Albany, N.Y. 
Dear Sir: 

Your request for our posters as advertised has our attention. 
The posters are mailed to you to-day in a special tube. We 
think " they are unusually fine examples of poster art, an "opinion 
in which artists generally agree with us. We hope you will 
frame them ; an inexpensive M narrow black molding is suit- 
able, with or without glass. 

They are worthy of preservation and of a good place on your 
walls. We trust they n will reach you safely. 
Yours very truly, (82) 



30 

Mr. Edward A. Cullmer, 

Paterson, N.J. 
Dear Sir: 

We have your favor of the 5th instant and thank you for the 
complete information contained therein. 

We inclose herewith our check No. * 1346 on New York for 
$13.50 in payment of your services to date. 

We should like to have you M make further search in the 
Columbia Library, as soon as you have time, for the articles as 
listed on sheet inclosed herewith, and send us n any extracts 
which you think will be of assistance. 

Yours very truly, (87) 
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31 (To/oBow exercise on page 13) 

Dr. Gabriel A. Patterson, 

Evanston, 111. 
Dear Doctor: 

We trust that you have duly received the copy of Professor 
Payne's edition of the Odes of Horace, which we submitted to 
you 25 for examination a few weeks ago. If you have had an 
opportunity to examine the book, will you please advise us 
whether you will have •• a place for it in your Latin Department ? 
Yours very truly, (61) 

32 

Mr. Richard S. McCarthy, 
Athens, Ga. 
Dear Sir : 

If you care to have a very beautiful set of Robert Louis 
Stevenson's Complete Works, you probably will be interested 
in the contents " of the accompanying circulars. 

The circulars fully describe the final edition of the works of 
this famous writer, and we beg that you will examine *° them 
with such care as we believe this great author's writings merit. 
Very truly yours, (65) 

33 

Mr. Napoleon D. Lord, 

New Bedford, Mass. 
Dear Mr. Lord : 

We have your favor of October 26, requesting us to change 
your address. You state that you sent us a postal u card in 
May, but we cannot find any trace of it, and therefore it must 
have gone astray. We have now changedjrour addre»s, and B0 we 
mail you copies of the September and October numbers. 

Trusting that you will receive future numbers promptly as 
published, we are 

Yours sincerely, (74) 

34 

Mr. Hiram A. Montgomery, 

Danville, 111. 
Dear Mr. Montgomery : 

Your subscription expired with the November issue. We 
have written you many times calling attention to this, but 
have had no reply. M 

We inclose a blank and trust you will fill it out, and return 
to us together with a dollar — the price of a year's subscrip- 
tion. 10 

Unless we hear from you we shall be obliged to take your 
name from the list. 

Very sincerely yours, (69) 

35 

Mr. Charles B. Miller, 

Columbus, Ohio. 
Dear Sir: 

We have been sending you the "Dial" regularly since January 
to fill out your unexpired subscription to "What's in the Maga- 
zines." The time " for which you had paid is now out, and we 
are writing to say that we hope you have enjoyed the visits of 
the " Dial," >0 and found it interesting and useful. 

We should like to continue sending it to you, and in the confi- 
dence that a still further acquaintance will 7S make you a perma- 
nent reader of the " Dial " we are making this very special offer : 

The regular subscription price is two dollars per year. We l0 ° 
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will enter your subscription for a full year (24 numbers) running 
from this date, on receipt of your remittance of one dollar, just 
half m the regular price. 

We hope to have the pleasure of your order on this very 
favorable basis, and awaiting your kind reply, we are 
Yours lM very truly, (152) 

36 

Mr. John T. Palmer, 

Knoxville, Tenn. 
Dear Sir: 

Your imitation typewritten letters have been of great service 
to us in the sale of our property, and we thank you for calling * 
our attention to them. 

The first five hundred we sent out brought us nearly one hun- 
dred inquiries, and through them we sold more than *° $30,00^ 
worth of lots. 

If such work as yours were not its own recommendation, we 
should say refer to us whenever you can do 7f so to our mutual 
advantage — but you won't need to. 

Sincerely yours, (87) 

37 CTo/oOou eurcU* on page 10i 

Mr. Lewis H. Leech, 

Memphis, Tenn. 
Dear Sir : 

There appears to have been some misunderstanding regarding 
our memorandum bill sent to you and to the others who accepted 
our introductory offer." There is, of course, no charge for the 
three numbers of " Moore's Monthly " already sent you. The 
introductory offer stipulated that these three numbers would •• 
be sent without charge, with the understanding that on the 
receipt of the December number the signer of the order would 
subscribe provided the magazine n interested him. The bill was 
sent as a reminder of the arrangement and the memorandum 
in the lower corner was added to explain that it 10 ° was not a 
direct bill for three dollars, but was sent under the terms of the 
introductory offer. If the magazine has failed to interest m 
you, of course we do not expect your subscription. 

Yours truly, (136) 

38 

Mr. W. B. McClelland, Principal, 

Corning, N.Y. 
Dear Sir: 

Referring to that part of your favor of the 13th instant re* 
garding bookkeeping, we will say that we publish an excellent 
work on u this subject designed expressly for grammar grades. 
This book treats both single and double entry in a very simple, 
attractive, and practical way. The title *° of the book js First 
Lessons in Bookkeeping. We are sending you, under separate 
cover, a copy of this book together with the necessary blanks." 
From the price of the text-book, seventy cents, and of the blanks, 
forty-five cents per set, the usual discount of thirty per cent lif 
will be allowed for introduction. You will note from the catalogue 
that there is a package of business forms designed to be used 
with the IU text-book. Their use is optional, however. 

After you have given the First Lessons in Bookkeeping a 
careful examination, we shall be pleased to hear &M from you. 
Very truly yours, (156) 
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39 

Mr. Charles W. Magee, 

Elizabeth, N J. 

Dear Sir: 

We have gone carefully into the matter of your claim for 

$150 for the loss of horse killed at our 25 crossing at Williams 

Street, but as the fault does not seem to have been ours we cannot 

allow the claim. v . , /jlo . 

Yours very truly, (48) 

40 
Mr. Frank Ladnor, 

Ticket Agent, Pullman Co., 
Tacoma, Wash. 
Dear Sir: 

Please note the attached. This is the first circular I have re- 
ceived in reference to the matter, and I should be glad if " you 
would advise me the nature of previous correspondence so that 
I may make proper reply. Yours truly, (43) 

41 

Mrs. Daniel McDougal, 

New Rochelle, N.Y. 
Dear Madam : 

Referring to your trip to Colon, I have just received word from 
the Royal Mail S.S. Co. that the Steamer "Berwyn," which" 
was scheduled to sail from New York to-morrow, will not sail 
until eight o'clock Sunday morning. 

Yours very truly, (44) 
42 
Mr. A. C. Haggerty, 
Clyde Line, 

New York, N.Y. 
Dear Sir; 

You are holding lower berth in outside room. on sailing of 
February 8, for Miss Thompson. This lady is compelled to 
defer her* trip until February 11; consequently, I will ask 
you to cancel the space now reserved, and reserve similar space 
on boat sailing February 11. Please *° advise me the number of 
the roomand oblige Youra ^ (M) 

43 
Mr. George C. Chase, G. P. A.,* 
C. & O. R.R. Co.,f 

Washington, D.C. 
Dear Sir: 

I beg to return herewith letter from Mr. Ira J* Warner, with 
reference to placing tickets on sale at his office. 

I de * not think that we should consider a request of this kind, 
as we have declined similar requests from various Italian Steam* 
ship Agencies. Yours truly, (49) 

44 
To Conductors, 

P. & R. Ry., L.V. R.R., and Grand Trunk R.R. 
Gentlemen : 

This letjter will be presented by one of two little girls who are en 
route from Philadelphia to Silver City, N.Mex., via the * Read- 
ing, Lehigh Valley, and Grand Trunk railways, leaving Phila- 
delphia at 6.30 p.m., March 1. If the conductors of the above- 
aaraed lines will *° extend to these children all possible courtesy 

* G. P. A. ■ General Passenger Agent, 
t C. & O. - Chesapeake and Ohio. 

W. P. r? ELD, DXCT. EX.— 2 
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and attention in an endeavor to make their trip a plensant one 
I shall greatly appreciate it. 

Yours n very truly, (77) 

45 

Mrs. Edwin I. Lucky, 

Spartanburg, S.C. 
Dear Madam : 

We are in receipt of your letter of yesterday with regard t«* 
damage done to household goods shipped by you on April 10, Si 
from Cumberland, Md. If you will send us an itemized bill for 
the damage done, together with the original bill of lading, ws 
will investigate *° the matter and report as soon as possible. 
In reply please refer to claim + 2546. 

Respectfully, (71) 
46 
Mr. M. F. Vosborough, G. P. A., 

N. Y. C. & H. R. R.R. * 

1216 Broadway, New York City. 
Dear' Sir: 

Please reserve lower berth, New York to Syracuse, 11.30 p.ar- 
train, June 29, in name of L. Jones. Please let " me know the 
number of the berth, and oblige 

' Yours very truly, (37) 

Rev. Isaac Jones, 

Fort Wayne, Ind. 
Dear Sir : 

It gives me pleasure to inform you that your request to have 
the missionary rate applied to your household goods for ship- 
ment to * Philadelphia, Pa., has been granted. 

In accordance with your instructions the shipment left here 
last Wednesday charged under the ordinary rate for household 
goods. We *• have to-day entered your claim for overcharge 
(J 2356), and trust we shall soon be able to refund to you the n 
difference between the ordinary rate and the missionary rate. 

Hoping that the shipment will arrive at Philadelphia promptly 
and in good order, I am 

Very l *° truly yours, (102) 

48 

Mr. W. H. Jackson, 

N.Y. N.H. & H. R.R.,f 

New Haven, Conn* 
Dear Sir: 

Your favor of the 30th instant in regard to our claim 
No. 317,183 is at hand, 21 and in reply we desire to say that W6 
decline to withdraw the claim, and it will have to stand. The 
facts of the case *° are entirely clear. 

Every can filled by us is tested before it leaves here, by being 
allowed to stand in different positions, to see that 7 * there is no 
structural defect in the can itself. The can and contents were 
delivered to you in good condition and were receipted for in "• 
that condition by you. When the can arrived at its destination, 
the contents were lost, and you will surely have to pay for the- 
loss. 12 * The agent at point. of destination can, of course, have 
no knowledge in regard to the manner in which the can was 
handled in transit. 1 * 

This claim is exactly the same type as all other claims for losu, 
and you can give us no good reason for declining to honor m %» 
Yours very truly, (179) 

• N. Y. 0. & H. R. R.R. - New York Central and Hudaon Rtai Railroad, 
t N.Y. N. H. & H. R.R. - New York, New Haven, and Hartford Railroad. 
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49 

Messrs. Thomas Dawson & Co., 
60 Wall Street, 

New York City, N.Y. 
Gentlemen : 

In regard to the stock of the Lakeside Coal Company, I here- 
with inclose certificate of subscription for thirty-three common 
shares, and would thank * you to forward me check for the 
proceeds, less your commission for making sale. 

Yours truly, (41) 
50 
The Knickerbocker Corporation, 
St. James Building, 

New York City. 
Gentlemen : 

I thank you for your courtesy in bringing the stock to my 
attention. I recognize the great value of the instrument and 
know what ** stockholders may realize from their investments. I 
knew Mr. A. Graham Bell personally, and am trying to forget what 
telephone stock was offered to me M for twenty-eight years ago. 
Yours truly, (57) 
51 
Mr. Samuel M. Preston, 

Detroit, Mich. 
Dear Sir : 

I am sorry that I have had to make the accompanying letter 
so long, but I think you will find it interesting. For " some 
reason or other, whenever I get started writing or talking about 
our marble proposition, my enthusiasm gets the better of me, and 
my communications *° are likely to run into a good many words. 
Nevertheless, I trust that you will read very carefully what I 
have said. 

Yours very truly, (75) 
62 
Messrs. Levi Cross & Co., 

11 Broad Street, 

New York City. 
Gentlemen : 

We have always been able to obtain from you desired informa- 
tion concerning any matter relating to corporations or finance, 
and we have been subscribers ** to your service for the past two 
years, during which time, we are glad to testify, we have received 
reliable and up-to-date information *° from you. 

Your last report more than covers what I wanted to know and 
is very satisfactory. You may expect to hear from me' again." 
Very respectfully yours, (78) 
53 
Mr. Frederick Martin, 

Denver, Colo. 
Dear Sir: 

We have just secured, and now have to offer, the bonds of a 
particularly choice Public Service Corporation * serving a popula- 
tion of u 40,000, to net investors six per cent. These bonds offer 
an unusually good net return considering the security. They are 
better than most, and equal • • to any, five per cent Public Ser- 
vice Corporation bonds ever offered to investors. This is an un- 
usual opportunity to secure an honest value at an 7I honest rate 
of interest. Special descriptive circular sent upon application. 
Respectfully yours, (87) 

* See note on pace 11. 
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64 

Messrs. Chase, Knox & Co., 

Chicago, 111. 
Gentlemen : 

Yours of the 23d received. 

I return herewith the order blank made out for the maximum 
amount allowed to your subscribers. I should ** like very much 
to secure more of this stock if practicable, and if at any time 
additional allotments are to be made, kindly advise me." 
Very truly yours, (53) 
66 
Mr. Henry K. Whitaker, 

Cleveland, Ohio. 
Dear Sir: 

We offer, subject to previous sale, the following Gold Mort- 
gage Five Per Cent Bonds : 

The Lake Shore Electric Railway Company General Mortgage 
Bonds, 2 ' maturing 1933, par value $1000 each, at $950 and 
accrued interest. Interest payable February and August 
Will ,0 pay the purchaser about 5.375 per cent. 

The Gold Mortgage Bonds of the United States Telephone 
Company of Ohio, maturing n 1919, par value $1000 each, at 
$930 and accrued interest. Interest payable January and July. 
Will pay the l0 ° purchaser about 5.875 per cent. 

Orders may be wired at our expense. 

Respectfully yours, (120) 
66 
Mr. William E. Boyden, 

Lynchburg, Va. 
Dear Sir : 

As requested, we inclose our compilation of the "Laws Gov- 
erning Savings Bank Investments in Bonds." 

We are specialists in Bonds of the character u described, and 
also in other seasoned Railroad, Municipal, and Public Franchise 
Corporation Bonds. 

Would you like to have us make offerings at this time? 
If 50 so, please outline your requirements in order that we may 
suggest securities suited to your purposes. In any event, we 
shall be glad to place " your name on our mailing list for occasional 
circulars if you are seriously interested in bond literature. 
Yours very truly, (95) 
57 
Richard Lawton, Jr., Esq., 

Newport, R.I. 
Dear Sir: 

Inclosed you will find a booklet which may interest you. 

The numerous inquiries which reach me daily lead pie to 
believe that speculators 2 ' and investors generally are much 
perplexed about present conditions and their bearing on future 
prices. Furthermore, they seem to require specific advice 
rather than instructions ,0 which would enable them to study 
out matters for themselves. 

My correspondence of this kind has grown so large that I find it 
necessary to n arrange a method of handling it which will repay 
me for my time and the labor and expense of investigation. 

My weekly letters, which will loe suggest methods for the fol- 
lowing week, will be mailed every Saturday. 

Perhaps I can add your name to my list. I shall not accept 
more m than one thousand subscribers. 

Very truly yours, (132) 
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68 

Messrs. Theodore S. Stead & Co., 
San Francisco, Cal. 
Gentlemen : 

The only ball-bearing Clothes Wringer we carry is the 
North American. The rolls are 10 x If. This wringer * is war- 
ranted for one year, and lists at $52 per dozen. 
Yours very truly, (41) 
59 
Messrs. Brown, Hazzard & Co., 

Dunmore, Pa. 
Gentlemen : 

We have an inquiry from New Haven for a car of from three 
hundred to four hundred doors. What discount could you 
allow us n for such an order f .o.b. New Haven ? 

How soon could you ship these goods after receipt of the 
order? 

Yours truly, (48) 
60 
The Supplee Hardware Co., 
503 Market Street, 
Philadelphia, Pa. 
Gentlemen : 

We are in the market for 12 dozen Perfect Coiled Wire Springs 
# 26, and 24 dozen Star Door Springs 1 3," page 64 of your 
catalogue. We should be glad to receive your lowest price on 
these goods, delivered at Harrisburg. 
Hoping to receive a *° prompt quotation, we are, 
Yours very truly, (57) 
61 
The W. W. Bennet Co., 
Brockton, Mass. 
Gentlemen : 

We inclose our catalogue and we note your list is the same 
as ours. Some time ago we made an effort to have all * the churn 
makers adopt the same list, and in the main succeeded. As we 
furnished them the models for their churns, we thought the lists ,0 
might conform as well. 

The separators are cutting into the churn trade in the West. 
That, and the scarcity of oak, make the future of * the churn 
business anything but bright. 

Yours truly, (83) 
62 
Messrs. L. B. Davis & Co., 

Bradford, Pa. 
Gentlemen : 

We have your favor of the 11th instant and in reply thereto 
beg to say that your order for light, 26 x 41,* for shipment to 
.Lancaster, Pa., was sent via the P. R.R.* on September 6. 

Trusting that the glass reached its destination in due time 10 
and in good condition, we remain 

Very truly yours, (59) 
63 
Mr. David Trimble, Jr., 

Watertown, N.Y. 
Dear Sir : 

Inclosed please find list of guns upon which we are making 
special prices, as we have decided to carry a different line. All u 
of these goods are illustrated in your Sporting Goods Catalogue 

* P. R.R. = Pennaylvaniu Railroad; 
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and we should appreciate your particular attention in helping 
to close them out quickly. 

Thanking •• you in advance for your efforts in this direction, 
with kindest regards, believe us to be, 

Yours sincerely, (68) 

64 

Messrs. John Mathews & Co., 

Oil City, Pa. 
Gentlemen : 

I am in receipt of your esteemed favor of the 5th instant and 
thank you for the order contained in it. I regret very M much, 
however, to be compelled to say that we are 1 entirely out of the 
No. 3 latch. The manufacturers have not been able to supply " 
the demand for these goods, and we do not expect to have them 
in stock before the first of October. We have endeavored to 
secure n these for you elsewhere but have been unsuccessful. 

Shall we substitute some other patent latch for this one? 
Yours very truly, (96) 

66 

Mr. Timothy P. Lyon, 
Lorain, Ohio* 
Dear Sir: 

Referring to possible gun orders, you can no doubt secure such 
without the assistance of a special sporting goods salesman, or 
even samples 11 and, of course, you may be equipped with 
samples if you desire; but if you have any trade whom you 
would like to have visited 59 by a special sporting goods sales- 
man with a complete line of samples, kindly favor me with full 
information. 

I take this opportunity to present my n kindest regards and 
best wishes for your good health and abundant success. 
Very truly yours, (90) 

66 
Messrs. Cyrus A. Scott & Sons, 
Greensboro, N.C. 
Gentlemen : 

In reply to your inquiry concerning Walker's Sliding Door 
Latch, we would say that this is made for either single or double 
doors. It 2 * can be locked with padlock, and is adjustable to 
doors of different thicknesses. The latch is japanned, comes one 
dozen in a box, and costs " $4 per dozen. 

We thank you for the inquiry, and trust we may receive an 
order from you. 

Yours very truly, (72) 

67 

Messrs. Henry P. Sullivan & Co., 

Somerville, Mass. 
Gentlemen : 

We have your letter of the 15th instant asking for quotations 
on galvanized corrugated sheets. We are unable at present 
to make you any** open quotations on these. The price on 
this class of goods has been subject to very violent fluctuations 
within the past few months, and we* cannot make definite 
quotations unless we know the exact time for delivery and the 
quantity which you desire. 

If you will give us specifications of n just what you want, we 
shall be glad to quote you price. 

Yours very truly, (90) 
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68 

Mr. Jackson Landers, 

Columbus, Ohio. 
Dear Sir : 

Acknowledging the receipt of your letter of the 23d instant, 
forwarded to us from Cincinnati, we take pleasure in sending 
you our " catalogues Nos. 106, 806, and 905, which fully describe 
our elastic bookcases, files, cabinets, and supplies. 

Thanking you for *• your inquiry, and hoping to hear further 
from you, we remain 

Very truly yours, (64) 

69 

Messrs. Daniel Roberston & Co., 

Paducah, Ky. 
Gentlemen : 

Last year the World Company made 684,000 shipments from 
its plant in Chicago. If one or perhaps more of these " shipments 
were made to you, and you are in any way dissatisfied with your 
Durchase, your money will be returned to you upon request as M 
promptly and cheerfully as it was accepted. 
Yours very truly, (60) 

70 

Mr. John F. Zimmerman, 

Wheeling, W. Va. 
Dear Sir: 

You seemed to be interested in the demonstration of the Edison 
Rotary Mimeograph which we made at the Office Appliance 
Show. 

If you * think you can use this machine in your office, we shall 
be glad to send you one on a ten days' trial. 

Trusting to hear M from you, we are 

Yours very truly, (57) 

71 

Mr. O. L. Detweiler, 

Official Stenographer, 

Portsmouth, Va. 
Dear Sir: 

Your favor of January 3, advising us as to the success you have 
had with the graphophone, is at hand, and we wish u to thank 
you for your prompt attention. 

Trusting that we have caused you no inconvenience, and that 
we may have an opportunity to reciprocate at *° some later date, 
we remain 

Yours very truly, (68) 

72 

Mr. George F. Huff, 
York, Pa. 
Dear Sir : 

We are pleased to advise you that the sale of our typewriters 
for 1907 shows an increase of 31 per u cent over highest former 
record. We attribute this showing to the general prosperity 
which is apparent in every direction and also to the fact that " 
our present model surpasses all former efforts in typewriter 
construction. 

Can we interest you in our latest improved machine? If 
you have any machines you n wish to exchange, we can offer you 
a much better allowance price now than later on. 
Yours very truly, (94) 
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78 

Messrs. Joseph Newlin & Son, 
Cheyenne, Wyo. 
Gentlemen : 

The new rotary neostyle now marketed is radically different 
from the one you now use. It is smaller, more compact, and has 
among other * features an automatic ink feeder and distributor 
that improves it greatly. 

The machine is lower in price, and we are prepared to make an 
exchange ,0 for very little money. 

If not in every way satisfied with the work of your present 
machine, notify us by telephone or letter and we n will send a 
capable repair man and instructor to assist you in every way 
possible. We make no charge for this service. 
Yours very truly, (100) 

74 (To follow exercise on page 26) 

Lincoln S. Jones, Esq., 

Alexandria, Va. 
Dear Sir : 

We very gladly comply with your request of November 23. 
and have mailed you our current catalogues No. 1206 and 24 
No. 4206, which we hope you will place on file. 

We have also mailed you one of our glass paper weights, which *• 
we hope will find a permanent place on your desk. 

Trusting that we may be of some further assistance to you in 
your work, we n remain, with best wishes, 
, Yours very truly, (82) 

76 

Mr. James H. Kirkpatrick, 
Yale University, 

New Haven, Conn. 
Dear Sir : 

We thank you for your inquiry of the 18th, and regret that we 
are unable to send you a copy of our new * catalogue regarding 
"Catalogue Filing." 

We expected to have this ready at the time the inquiries com- 
menced coming in from our advertising, but the printers have *• 
disappointed us. As our system o< filing catalogues is something 
entirely new, it cannot very well be described, as there is nothing 
with which to 7f compare it. It must be seen to be appreciated, 
and our catalogue will describe it in such a way that you will 
understand the system 10 ° thoroughly by referring to the illus- 
trations. It is exceedingly simple and practical in operation. 

We have filed your letter two weeks ahead, to the date m the 
printers have promised the new catalogues ; and as soon as we 
receive them, we will forward you a copy and write you more 
fully 1W in regard to the matter. 

Very truly yours, (168) 

76 

Remington Typewriter Co., 

Chicago, 111. 
Gentlemen : 

Please deliver the last fifty of our order for two hundred Rem- 
ington typewriters, distributing them among our thirty colleges 
as per list hereto attached." 

As you will observe from the list, we have opened colleges at 
Washington, D.C., and Springfield, Mo., since the above letter 
heading was printed. 50 

Yours very truly, (53) 
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77 

Mr. Jackson G. May, 

Key West, Fla. 
Dear Sir : 

I take pleasure in acknowledging the receipt of your esteemed 
favor of the 7th instant inclosing check for $352,** the balance 
due on your account. 

We have given you credit for this amount and desire to thank 
you for your promptness in sending the *° check. 
Yours very truly, (54) 

78 

Mr. Donald B. Skinner, 
Fresno, Cal. 
Dear Sir: 

We wish to acknowledge the receipt of your esteemed favor 
of the 21st ultimo. We are glad to learn that the fire * in your 
city on January 19 did not affect the stock covered by our policy 
No. 171,411, issued M to J. H. Bradley & Co. 
Please accept our thanks for your very prompt information. 
Yours very truly, (68) 

79 

Mr. Henry A. Johnson, 

Harrison, N J. 
Dear Sir: 

We have the application of Mr. Munroe for a policy on the 
premises 310 Main Street. We note, however, that Mr. n Munroe 
sells gasoline. Is the gasoline stored in the building? If so, 
there is an additional rate of twenty cents per hundred which 
must be w charged. 

Will you please let me hear in regard to this matter before we 
write up the policy? 

Yours very truly, (71) 

80 

Mr. Fred K Doe, - 

Taunton, Mass. 
Dear Sir: 

We have your letter of the 5th instant notifying us of the loss 
under policy 42,511, which we * note you estimate to be about 
$350. 

As our representative is in the vicinity of Taunton, we have 
wired him to give* this matter his attention, and you may 
expect a visit and an estimate from him in a day or two. 
Yours very truly, (73). 

81 

Messrs. Stephen J. Newton & Co., 
Bridgeport, Conn. 
Gentlemen : 

Referring to your recent letter regarding insurance on your 
property at Hartford I wish to say that after carefully considering 
the conditions I believe u you would find it the best policy to 
leave the entire matter with the agent at Hartford, as he is 
familiar with all the conditions.' This arrangement would be 
satisfactory to us and would be profitable to you. 
Yours very truly, (66) 
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82 iTofoBom* 
Mr. J. O. Jenkins, 

175 Main Street, 

North Adams, Mass. 
Dear Sir: 

We are in receipt of your two favors of the 28th instant, with 
check inclosed for $4.12 in settlement " for unearned premium, 
in accordance with four receipts which we have signed and are 
sending herewith. . 
Thanking you for the remittance, we are 

Yours very M truly, (51) 
88 
Mr. Fritz B. Miller, 

Holyoke, Mass. 
Dear Sir: 

I inclose you herewith policy of John F. Moyer with his written 
request that the beneficiary be changed from his wife to his * 
daughter, Mrs. Edith Richards. Mr. Mover's wife died a short 
time ago, hence the necessity for this change. 

After the record is properly made will M you please return the 
policy to me? 

Yours very truly, (60) 
84 
Dr. W. D. Trott, 

PeekskiU, N.Y. 
Dear Doctor: 

In your letter of yesterday regarding the application of Henry 
I. Pascall you state that there has been an alteration in the fig- 
ures " giving the year of the applicant's birth, and that no certi- 
fication of the correctness of this change has been made. 

If you will return the •• application to me, I will see that the 
matter is attended to. 

Yours very truly, (65) 
86 
Mr. Frank B. Frith, 

Des Moines, Iowa. 
Dear Sir : 

Herewith inclosed you will find returned to you the applica- 
tion of Mr. James S. White. In part ten the application states 
that Mr." White has three sisters and one brother, but only the 
age and health of two sisters and the brother are given. Will 
you please see " Mr. White and get the age and the health of the 
other sister? 

Thanking you in advance and trusting that you will give this 
matter " your prompt attention, we remain 
Yours very truly, (83) 
86 
Mr. Benjamin Lane, 

Care of Lane, Cross & Co., 
Lincoln, Nebr. 
Dear Sir: 

Please note the two blanks attached to the top of the policy 
inclosed. Both *of these blanks are to be filled out in * full by 
you. Sign your name at the bottom of the policy, using exactly 
the same signature as that used in the blank above. Fill M in the 
date at the bottom of the policy and make it the same as the date 
of the application blank above ; then mail the " blanks as di- 
rected. This puts the policy in force, and it remains in force 
for a full year without any further payment. 

Yours sincerely, (99) 
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87 
The John O. Nelson Grocery & Provision Co., 
Beaver Falls, Pa. r 

Gentlemen : 

Your order for two barrels of mackerel, at $6 a barrel, has 
been received. We regret that we shall be unable to sell u them 
to you at less than $7, f .o.b. Pittsburg. If you wish the mackerel 
at this price, kindly let us know. 

Yours M very truly, (52) 

88 

Messrs. James Quinn & Sons, 

Carson City, Nev. 
Gentlemen : 

We thank you for your order of the 22d, and regret that we 
were forced to omit the box of citron, but we w were unable to 
get it in time to go with your order. 

Trusting that the omission will cause you no inconvenience, 
we are 

Yours truly, (50) 



Mrs. Martha T. Davis, 

Lexington, Ky. 
Dear Madam : 

We have your order for one sack of White Rose Flour, given 
one of our demonstrators at the Louisville Food Fair. We will " 
see that the order is filled within a few days. 

We appreciate very much your kindness in giving us this order, 
and know that White M Rose Flour will prove itself a welcome 
guest in your family. 

Yours very truly, (64) 

90 

Messrs. Alfred Nichols & Son, 

La Salle, IU. 
Gentlemen : 

We thank you for your order of the 22d given to our Mr. Booth, 
but regret that we were forced to omit the " three pounds of 
Twenty Mule Team Borax from your order, as we cannot break 
cases, which contain twenty pounds. If you wish three pounds 
of •• powdered borax in quarters, we can fill your order under a 
very attractive label, but not in the Twenty Mule Team. 

Trusting to hear from n you, we are 

Respectfully yours, (80) 

91 

Messrs. Michael H. Lineham & Bro., 

Amsterdam, N.Y. 
Gentlemen : 

In reply to your letter of yesterday, we would say that we can 
strongly recommend the White Horse Cornstarch. This comes 
50 one-pound " packages to a case, at 4 1. We think you will find 
it better than the Golden Rod. 

Just at present we are out of "shredded cocoanut, but have or- 
dered some of the Snow brand. We expect to receive this to- 
morrow or Friday, and will ship you two boxes at n once. 

Thanking you for the order and the inquiry, we are 
Yours very truly, (89) 
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92 (To/oBmp exmrcts* on pagm 29) 

Mr. Frederick T. Miller, 
Bath, Maine. 
Dear Sir: 

We are exceedingly sorry that the apricots in our last shipment 
to you proved to be worm-eaten. We have reprimanded our 
shipper *• for not inspecting them carefully. If you will return 
. the goods, we will send you credit memorandum. 

We are glad to hear that our Royal *° Mocha and Java Coffee 
and our 1 66 Oolong Tea are making friends among your cus- 
tomers. It is also gratifying that you notice the n improvement 
in the Solar spices over the goods we sent you on your last order. 
Very truly yours, (93) 



Mr, 



93 



Amos A. McAllister, 
Boise, Idaho. 
Dear Sir : 

We thank you for your order of the 20th instant, given to our 
Mr. David, but regret to say that, although we made u quite a 
search, we could not find the Sanitary Glass Jars, and from what 
we can learn they are not in the market this year. 50 There were 
some around last year, but they seem to have all disappeared. 

Trusting that our inability to secure these will cause you no 
inconvenience," we are 

Yours very truly, (80) 

94 

Mr. Henry A. Johnson, 

New Albany, Ind. 
Dear Sir : 

We regret exceedingly that you found the picnic cheeses in our 
last shipment to you mouse-eaten. We do not understand how 
this " could have happened, but since you opened the cases im- 
mediately upon their receipt, we send you our credit memoran- 
dum to cover the charge, and are *° taking the matter up with the 
dairy. 

We are now in position to send you the two barrels of Green- 
ing Apples which we did not n have at the time of your order. 
Our price would be 83.75 f.o.b. Indianapolis. Do you wish us 
to 100 send them? 

Very truly, (104) 

96 

Mr. Stephen J. Martin, 

Johnstown, Pa. 
Dear Sir : 

We have your orders 234 to 259 inclusive, and all of them will 
have our prompt attention. u 

We notice that you are taking orders for Standard Soap at 
$2 a box. Do not sell any more Standard at this price. " We M 
must get at least $2.25, or we do not care to sell it at all. 

We have a very large supply n of granulated sugar, and it is 
taking up too much room. We want each of our salesmen to 
try to sell a car of this l0 ° in his territory. What can you do 
for us ? 

You may advise your customers that our new catalogue will 
be out in a week or m two, and upon application we shall be glad 
to mail copies to any interested. 

Very truly yours, (142) 
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Mr. David B. Magee, 

Danville, Va. 
Dear Sir: 

We are in receipt of your favor of July 26 asking for prices on 
electric bells and batteries. 

We will send specifications ** for the bells and batteries in ques- 
tion, with quotations, in a day or two. 

Thanking you for your kind inquiry, we remain 
Yours very truly, (50) 

97 

Mr. Russell McKinley, 

West Hoboken, N.J. 
Dear Sir : 

In reply to your letter of the 24th instant, we are sending you, 
under separate cover, a copy of our catalogue ; also M circulars 
of the various electrical instruments which we manufacture. 

We shall be pleased to receive from you orders for anything in 
our line. 

Yours very •* truly, (51) 

98 

Messrs. Robert Neale & Co., 

Ithaca, N.Y. 
Gentlemen : 

We are very anxious to know when the dynamo for Messrs. 
Park & Co. will be shipped. This dynamo must be at their 
works n not later than September 10. Will you kindly let us 
know at once just when you will make shipment, so that we can 
notify this M firm, that they may have a representative ready to 
receive it on its arrival ? 

Yours very truly, (67) 

99 
Mr. Lee H. Thompson, 

President, Telepost Company, 
New York City. 
Dear Sir : 

After six months' close observation of the operation of the 
Telepost System, and a study of all its details, electrical and 
mechanical, I M feel fully warranted in stating that the system 
is commercially perfect and practical in every respect, and is 
now ready to transmit and deliver in *° perfect Morse characters 
one thousand words a minute over distances up to one thousand 
miles. 

Very truly yours, (68) 

100 

Metal Anthracite Co., 

Findlay, Ohio. 
Gentlemen : 

Confirming our conversation by telephone, we offer the follow- 
ing estimate for installing the magneto telephones, as follows : 
One instrument in each of the following ** places : coal. pockets, 
. water-gas building, retort house, condensing house, office, stable, 
purifying house ; all to be run on one pair of wires, and you ,0 
to call different stations by signals. 

Price for work as above, with instruments, complete, to be 
one thousand two hundred and five dollars ($1205). 

Trusting the w above may meet your approval, and hoping 
to receive an early order from you ; we are 
Very truly yours, (94) 
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101 (To follow exeretu on page 31) 

Messrs. Lewis Tucker & Co., 
Jackson, Tex. 
Gentlemen : 

You asked us some time ago for samples of our sheet asbestos 
for insulation. We beg to advise that sheet asbestos is not by n 
any means the best insulation on the market. We send you a 
sample of an insulating sheet made mostly of asbestos and rubber, 
which have •• been vulcanized under pressure. This is an ex- 
cellent insulator if the voltage is not too high. In addition to 
this it has great strength and " also considerable heat resistance. 
Its insulating properties of course are not as good as those of 
pure rubber, glass, or porcelain. Rubber, however, is very *•• 
expensive, and glass and porcelain are fragile. 

If you can use an insulation sheet such as sample we send you, 
we shall be very glad m to quote you prices. 
Yours very truly, (132) 



102 

Mr. H. S. Kimball, 

Wilkes-Barre, Pa. 
Dear Sir: 

Your letter of November 26, referring to order * 2328, is re- 
ceived. We will accordingly supply one thousand *• mercerized 
cotton covered red and black cords, like the sample sent with 
the order, following the blue print as far as the general style 
and 60 terminals of the cord are concerned. 

This same style finished in red and black spun silk, as called 
for by the blue print, would cosjb n 14J^ each in lots of 1000, 
and proportionately less in larger lots. 

We can supply the same cord finished in t0 ° green mercerized 
cotton at the price quoted for red and black mercerized cotton, 
namely, 10 1 each. 

There would be no difficulty in making this m change, as it is 
just as easy to use green mercerized yarn as it is to make the mix- 
ture of red and black. 

Yours very tw truly, (151) 



103 

Mr. Sydney Benedict, 

Seattle, Wash. 
Dear Sir: 

Your letter of November 24 is received. We wrote you on* 
Saturday regarding the iron annunciator wire, and it is evident 
that u our letters crossed in the mails. 

We have been doing everything in our power to hurry this 
order along, but the parties from whom we l0 ordered the wire 
have subjected us to more than usual delay. They have now 
made a final and absolute promise to deliver all or at " least a 
part of this wire by Wednesday or Thursday, and we will see that 
it is put on the machines within an hour after 10 ° it is received. 

If the promise upon which we are depending is lived up to, we 
can give you some of this wire by Monday m or Tuesday of next 
week. 

I realize that this delay is very exasperating to you, but we 
want to make it clear that we are uo doing everything we can to 
minimize the inconvenience. 

Yours very truly, (161) 
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104 

Messrs. Alien & Chance, 

Jacksonville, fla. 
Gentlemen : 

We beg to acknowledge yours of the 6th instant. We are also 
in receipt of the shoe, and feel that you are perfectly justified * 
in asking for credit. We regret the inconvenience caused you, 
and we are very glad to have this shoe before us that we may 
carefully l0 examine it and remedy the difficulty in the future. 
You may charge us with this pair of shoes and deduct it in your 
next settlement. 7 * 

Yours very truly, (78) 



105 

Messrs. Churchill Bros., 

Newark Avenue, 

Jersey City, N.J. 
Gentlemen : 

We beg to acknowledge your favor of the 13th instant, and as 
you request, have made the changes on your styles 446 * and 431. 
In regard to the goods on back orders, we now understand to 
what you refer, and we are giving *° the matter our attention. 
Some -of the goods in question are ready to ship and will go for- 
ward Monday. 

Any special orders in the works " for you we will hurry forward 
and ship without delay. , 

Yours very truly, (88) 



106 

Messrs. Hugh Williams & Bro., 

Cripple Creek, Colo, 
Gentlemen : 

We are in receipt of your favor of the 25th instant, in which 
you say you inclose a post office money order for 2 * $1. 60, in. 
payment of the new last. We fail to find the money order in- 
closed, and suppose it was overlooked. If, however, 60 you did 
inclose it in your letter, it has not reached us, and we would 
suggest that you have payment stopped, and ask the postmaster " 
to issue a duplicate which you can send to us. 

Thanking you for your early attention in the matter, we remain 
Yours very truly, (99) 



107 

Mr. Samuel W. Rankin, 

Vincennes, Ind. 
Dear Sir: 

Mr. Greene has just forwarded your order for samples, which we 
will send to you at the earliest possible time, because we appreci- 
ate * that you do not want to order until you have seen these shoes. 

On account of stock taking, we may be delayed a little in " 
sending them, but we presume the delay of a few days will be 
immaterial as long as you understand the matter. We feel that 
after n you have seen the samples you may even decide to in- 
crease your order . 

Trusting our samples will exceed your expectations, aad that 
we may receive 19 ° a large order from you, we are 
Respectfully yours, (109) 
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108 
Messrs. William T. Wanamaker <fc Co., 

Newark, N.J. 
Gentlemen : 

The hemlock sole leather market is still very quiet. Produc- 
tion is in excess of the demand and prices are consequently low, 
Shoe manufacturers are * now about ready for work on the 
spring goods and are taking some prime leather for samples. 
The bulk of their purchases, however, is made " up of a very 
much cheaper grade. 

Yours very truly, (60) 



109 
The Toronto Shoe Co., 

Toronto, Ont., 
Canada. 
Gentlemen : 

We beg to acknowledge your favor of the 13th instant, and note 
your order for a pair of Gun-metal Bluchers on the Globe " or simi- 
lar toe. Please advise us, by return mail, what weight of edge 
you want, whether it is to be a heavy single sole or *° a slip tap 
17-iron; also advise if you want a plain toe and, if so, whether 
you want a hard leather box or just w a soft toe. On receipt of 
this information we can go ahead with your order. 
Yours very respectfully, (93) 



110 

Messrs. T. H. Davis & Sons, 
Phoenix, Ariz. 
Gentlemen : 

We beg to acknowledge yours of the 17th and note with regret 
that we made an error on the special order, # 281." We shall 
be glad to have you put those shoes in stock, dispose of them, 
and send us a bill for the difference l0 between case price and our 
charge. Also advise by return mail if we shall make the order 
over again. , 

Of course, you realize that we n are taking account of stock 
now and it would be two or three weeks before we could possibly 
ship these shoes to you. However, we 10 ° will carry out your 
wishes, whatever they are. 

Yours truly, (110) 



111 

Messrs. Hubbard, Hoyt & Co., 

Cairo, 111. 
Gentlemen : 

We have your letter of the 10th instant and regret to say that 
we cannot accept your offer. We cannot produce the welt 
shoe " similar to the sample we sent you for less than $2.52, and 
if we were compelled to buy the leather on l0 to-day's market, 
they would cost us 7 cents more a pair. If, however, you are 
willing to take the entire lot, including lots i 52 n and # 53, 
all at $1. 85, we will ship them to you immediately. If you d« 
not care to 19 ° accept this proposition, please return the samples 
to us at once. 

Very truly yours, (114) 
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112 

The Geneva Motor Co. 

Geneva, N.Y. 
Gentlemen : 

We have decided to use your square tube radiators if you will 
give us a satisfactory guarantee with regard to strength, effi- 
ciency, and freedom u from leaks. Kindly let us hear from you 
with regard ;o this. 

Yours very truly, (40) 

113 

The Sheldon Automobile Works, 

Terre Haute, Ind. 
Gentlemen : 

We are sending you under separate cover our "Acme" lubri- 
cating device, and inclose herewith circulars describing it. We. 
think the advantages of the " Acme " u will appeal to you, and 
we should be glad to negotiate with you concerning its use on 
your new cars. 

Yours truly, (47) 

114 
Messrs. J. M. Harrison & Son, 

Joplin, Mo. 
Gentlemen : 

We should be pleased to hear from you in regard to the sample 
of our Express Lubricating Oil sent you about ten days ago.* 
Did it suit your needs ? If not, kindly state the objection on 
inclosed postal, and we will send you something more suitable 
to your purpose.* 

Awaiting your reply, we are, 

Respectfully yours, (57) 

116 

The Stone Automobile Co. 

Atlanta, Ga. 
Gentlemen : 

We beg to acknowledge receipt of your favor of the 6th instant, 
and note what you have to say in regard to returning one 14 
* 561 Bevel Pinion Gear. Upon the arrival of the part in ques- 
tion, we shall be pleased to make a careful inspection and >0 
credit your account accordingly. 

Yours very truly, (57) 

116 

Messrs. George Mills & Co., 
Newark, Ohio. 
Gentlemen : 

We received this morning a copy of your very complete cata- 
logue. We do not know when we have seen a book so compre- 
hensive in * the line it represents, and we congratulate you, not 
only upon its excellent appearance, but on the completion of the 
undoubtedly large task of assembling *° a catalogue of this kind 
for the printers. 

Yours very truly, (61) 

117 
Mr. Harrison W. Wagner, 

Williamsport, Pa. 
Dear Sir: 

I regret to be obliged to inform you that on account of the 
rushed condition at the factory they were unable to forward u 
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the license number plates in time for us to send them to you with 
your license. We expect the tags within the next week, and M 
should you be held up for failure to exhibit the license number 
plates, as required by law, you may offer this letter in explana- 
tion. 

Very n truly yours, (77) 

118 
The Central Steel Casting Co., 

Tiffin, Ohio. 
Gentlemen : 

The last shipment of castings you made us on our order 362 is 
decidedly unsatisfactory. The castings are full of blowholes ■ 
and fully half of them we are obliged to reject. They will not 
do at all for manufacturing automobiles, and we have sent them 
back *° to you. If you cannot give us better castings in the fu- 
ture, we shall be obliged to look for them elsewhere. The east- 
ings from pattern n # 64,229 are particularly faulty. 
Very truly yours, (89) 

119 

Atlantic Refining Co., 

Pittsburg, Pa. 
Gentlemen : 

We wish to complain of the gasoline you have been furnishing 
us lately. Our requirements call for 76 gasoline and the last 
two" barrels tested only 68 and 72. If you cannot furnish 
better gasoline than this in future, it will be necessary for us to M 
discontinue purchasing from you. 

Let us hear frdm you, please, as to what you will do in regard 
to the matter. 

Yours truly, (73) 



120 



Mr 



Frank J. Carey, 

Leavenworth, Kans. 
Dear Sir : 

We are in receipt of your favor of the 12th, and regret to learn 
that you have recently met with an accident to M your Model T 
car on account of the crank shaft breaking. Upon recejpt of the 
broken shaft we shall make a careful inspection, and you " may 
be assured that if we find the break is due to defect, as you seem 
to believe, we shall be glad to credit the 75 L. T. Crandall Co. with 
the amount charged for the new one. 

Yours very truly, (90) 

121 
Rambler Automobile Co. 
Kenosha, Wis. 
Gentlemen : 

We are having considerable trouble with the carburetor on 
the automobile we purchased from you a short time ago. It has 
been necessary to *• take this carburetor apart three times. On 
all three occasions the trouble was caused by pin-hole leaks in 
the float which allowed the gasoline 60 to enter and so disarranged 
the feed. I think there must be some trouble with the metal 
out of which this float is made. 

Would n it not be wise to send us a new float that we may 
replace the old one in case of further trouble ? With this excep- 
tion 10 ° the machine is running splendidly. 

Very truly yours, (108) 
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122 

Mr. F. W. Robinson, 

Sault Ste. Marie, Mich. 
Dear Sir: 

We sent you on your order of yesterday 2 lb. Gran.* Hypo- 
sulphite Soda, C. P.f From something we learned this after- 
noon, after the u goods had been shipped, we are led to believe 
that a mistake was made ; and in order to avoid any possibility 
of harm, we desire ,0 you to return these goods to us, by ex- 
press, at once. 

Please give this your prompt attention, and oblige 
Yours very truly, (72) 

123 

Dr. Samuel A. Carpenter, 

McKeesport, Pa. 
Dear Doctor : 

We wrote you on January 21 in response to your inquiry, giving 
you a price on sundry drugs, but thus far we ** have not had the 
pleasure of hearing from you. We trust that our prices were 
sufficiently low to warrant you in sending us the order,' and hope 
we shall hear from you. 

Kindly favor us with a response in regard to the matter, and 
greatly oblige 

Yours very truly, (74) 

124 
Dr. R. B. Burns, 

Charlotte, N.C. 
Dear Doctor : 

Your favor of the 27th instant is at hand, and the broken 
thermometer has been returned to us. 

In reply we desire n to say that if you wish us to furnish you 
another thermometer, we will gladly do so, but we cannot do it 
without charge. The 80 thermometer mailed to you was prop- 
erly packed, but the risk of breakage with these instruments is 
considerable, and we sell them only at the customer's " risk. 
In other words, we do not guarantee their safe arrival. 

Not knowing whether you would wish us to send you another 
thermometer under these 10 ° conditions, we thought best to 
write you and explain the matter. 

Awaiting your reply, we remain 

Yourfe very truly, (119) 

126 

Mr. Charles M. Smith, 

Norristown, Pa. 
Dear Sir : 

Your favor of the 23d instant is at hand, and in reply we would 
say that we agree, and the manufacturers agree, 2 * to replace 
rubber goods only when the evidence shows that there is a 
defect in the quality of the goods when sent out. It frequently •• 
happens that articles of this kind are injured in the hands of 
retail buyers, and then, of course, they look to the dealer to 
make n them good, which he cannot do. 

If you will return us the bag in question, we will send it to the 
factory from which it 10 ° came, and if they are willing to make 
it good, we shall be very glad to assist you in the matter. 

Awaiting your early response, 1 " we remain 
Yours very truly, (130) 

* Gran. ■■ granulated, 
t C. P. = chemically pure. 
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126 

Mr. William Waters, 
Lima, Ohio. 
Dear Sir: 

Your favor of the 10th instant, inclosing check, is at hand. 
We have given you credit for the amount and return herewith 
your u bill receipted. • 

We note your remarks in regard to future business, and we 
desire to say that we shall be very glad to continue to *• supplj 
you with any goods which you may need in our line. 

Thanking you for your order, and wishing you the compfi- 
ments of the season, 73 we remain 

Yours very truly, (80) 

127 

Mr. J. H. Montgomery, 

Asbury Park, N. J. 
Dear Sir: 

Your favor of the 8th instant is at hand, and in accordance 
with your request, we are sending you the Johnson's Anti-Pain " 
Pills which you order, and inclose herewith two of the John- 
son Medical Co.'s contracts. Please sign one of these on the 
line marked "sign here" *° at the bottom of the contract, and 
return this to us at once, so that we may have your name en- 
rolled on the Johnson Medical n Co.'s regular list of authorised 
agents. 

Yours very truly, (84) 

128 

The National Steamship Co., 

Baltimore, Md. 
Gentlemen : 

Referring to your favor of the 23d instant, in regard to the 
nondelivery of our shipment of bottles to the U. S. Naval n Maga- 
zine, Roanoke, Va., we sent your letter to the U. S. Navy Yard, 
Norfolk, Va., and we inclose you herewith their reply. There 
seems to 60 be a pretty direct question of veracity between your 
Norfolk Office and the Naval Magazine Office. Of course the 
whole matter is settled now, but "at the same time you will 
notice that we probably had pretty good reason for our indigna- 
tion. 

Yours very truly, (95) 

129 

The Rubber Product Co., 

Gloversville, N.Y. 
Gentlemen : ' 

We notice on invoice just received that you have charged us 
$36 for one gross Slate Fountain Bags. We paid you previously * 
$30 and bought a five gross lot. We have no objection to dupli- 
cating this order, but as we are at present endeavoring te 
straighten 50 out matters on account of stock taking, we simply 
sent for enough bags to keep us going. 

We wish to inquire what you can do n for us in the way of 
Fountain Bags, white, slate, black, or red, and whether you are 
going to make any cheaper grades than your "* regular line. 
Young's have been selling more or less stock in this market 
through our competitors, and our idea was to buy your bags, 
fit m them up a little differently, and sell them at abou*. the & 
prices. 

Awaiting your prompt reply, we remain, 

Yours very truly, (147) 
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280 s 

Mr. Walter Slater, 

347 Grand Ave., 

Brooklyn, N.Y. 
Dear Sir: 

Mr. J. C. Jones of New York City has left with us a claim 
against you for personal injuries received by him Thursday, 2 * 
January 21, 1909, by reason of being hit upon the head and body 
by a lot of snow and ice which slid *° off the roof of the building 
42 Chambers Street, New York City. Please let us hear from you 
in reference to this matter. 

Yours " very truly, (77) 

131 

The Auburn Surety Co., 

Auburn, N.Y. 
Gentlemen : 

four notice to Thomas B. Washington & Co, . relative to bond, 
ir the case of Thomas B. Washington & Co. vs.* The Watson 
Paper u Co. in the United States District Court, has been handed 
to me for reply. This was an appeal bond and the appeal was 
disposed of !° in the Circuit Court of Appeals by a judgment 
entered June 16, and a mandate has now been filed in the Cir- 
cuit Court so that n the purposes of this bond have been com- 
pleted, the judgment being in favor of Thomas B. Washington 
A Co. 

Yours very truly, (97) 

132 

Messrs. Lowenstein & Kitchen, 

Everett, Mass. 
Gentlemen : 

At the trial of' the case of Wright vs. Andrews, now pending 
in the Superior Court for the County of Suffolk, please produce 
all u letters sent by the plaintiff or his agent to the defendant, 
also the contract dated September 9, 1909 ; also all bills, receipts, 
freight ,0 bills, etc., in any way relating to the subject-matter of 
the suit. I suppose you know that the case is on the short list n 
for next week. I had thought that you would adjust the case 
before trial. If not, I shall be prepared to meet the issue. 

Yours 10 ° truly, (101) 

133 

Messrs. McMasters & Knapp, 

Battle Creek, Mich. 
Dear Sirs : 

In re t Evans vs. Nicholson et al. J I beg to state that since 
writing you the other day I have heard from my 18 clients. 
They are prepared to do better than I had supposed. The 
offer made some time since was $500 and taxable costs. I *° 
am now authorized to make you an offer to settle the whole case 
for $550 and taxable costs. This offer, however, must n be ac- 
cepted promptly and is not a continuing one. 

This letter is written by way of compromise and is not to be 
used as evidence. 10 ° 

I shall hope to hear from you promptly with reference to 
the matter. 

Yours truly, (115) 

* Vs. - verm (against, or In opposition), 
t In re-= in the matter of. 
X et al.— and others. 
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134 

Wilbur McDonald, Esq., 
Omaha, Nebr. 
Dear Sir: 

We have a claim against Messrs. Mitchell & Sons, of your city, 
for $1515. We have tried to collect from M them, but up to the 
present time have been unsuccessful. We fear it will be neces- 
sary to enter suit against them. If this is the i0 case, are you in 
a position to take this claim and push it ? 

Awaiting your reply, we are 

Yours truly, (70) 



136 

Mr. Washington Peter, 

142 Beacon Street, 

Boston, Mass. 
Dear Sir : * 

The petitions for license to sell real estate described in the in- 
closed deeds were allowed by the Probate Court for the County 
of " Suffolk to-day. As soon as the inclosed deeds are executed 
and returned to me I will send for Mr. Chase, and get the money. 
The *° matter of accounting does not need attention at present, 
but should come at the expiration of two years from the date of 
appointment. In other n words, it will not need attention 
until the estate of L. A. Chase is finally closed. 
Yours very truly, (94) 



136 

Mrs. Joseph K. Wrigley, 

Quincy, 111. 
Dear Madam : 

Your favor of the 23d instant is received. I think the notice 
inclosed makes no difference in the case. To make out* the 
bill to Godley would be partially to ratify the assignment, which 
you are in no way bound to do. Mr. Godley at the time •• of 
the making of the assignment furnished a bond to see that the 
rent was paid. Your contract is entirely with Mr. Branson and 
not n with Mr. Godley, at least so far as the terms of the lease 
are concerned. You have no cause of. action against Mr. Godley, 
but l0 ° can look to Mr. Branson for the rent. 
Yours very truly, (111) 



137 

Mr. George H. McCormick, 

Rockford, 111. 
Dear Sir: 

I find that Lee & Co. brought suit against Mr. Franklin Monroe 
and yourself as copartners. No service was obtained upon you 
and u they cannot obtain judgment against you in this suit for 
that reason. They can, of course, begin another suit after ob- 
taining proper service, and I l0 would advise that you see them 
and make some arrangement for the payment of this account, 
if it is properly due. Otherwise, they can obtain Ti judgment 
and you will be obliged to pay $10 or $12 costs in addition to the 
amount of the claim, and if the * 00 judgment is not satisfied, they 
can cite you into the poor debtor court. 

Yours truly, (115) 
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138 

Mr. W. T. Fletcher, 

Woodbury, N. J. 
My dear Sir : 

Your letter of the 16th inst., regarding the poetmastership at 
Woodbury, N.J., has been received. Whenever the matter 
is taken up n for action, your letter will be given careful con- 
sideration. Youra yery ^^ &?) 

139 \ 

William S. Irwin, Jr., Esq., 

Streator, 111. 
Dear Sir : 

In response to your request for a statement as to the number 
of ballots to be furnished for the coming Democratic caucuses, 
I M would say that I have consulted with the Secretary and that 
we agree to recommend as follows : 

Ward 1, 650 

Ward 2, 150° 

Ward 3, 600 

Ward 4, 600 

Ward 5, 650 

Ward 6, 650 

Yours very truly, (73) 
140 
Hon. Robert A. Sewell, 

House of Representatives, 

Washington, D.C. N 

Dear Sir : 

A so-called Independent Democratic candidate for Represen- 
tative in Lynchburg is endeavoring to secure an election at the 
expense of Representative Thompson. As 3 * Chairman of the 
Democratic City Committee of that city, it is my duty to assist 
in every way that I can in the election of " the regular candidates. 
In addition, Mr. Thompson is my personal friend. I wish you 
would write me a letter, telling in a general way something " 
of Mr. Thompson's work and standing as a Representative. 
I think such a letter would be of service to him. 

If you can favor us I0 ° in this way, we shall appreciate your 
kindness. 
An early reply will very greatly oblige 

Yours truly, (117) 
141 
Oscar Peterson, Esq., 

Worcester, Mass. 
Dear Sir: 

I notice that you are likely to be a representative to the Re- 
publican State Convention. I am interested in the candidacy 
of my * friend Hon. Andrew J. Reed for the office of Attorney- 
General. I know all the candidates, either personally or by repu- 
tation, and two, at least, 10 I knew at Boston University Law 
School. I have no hesitancy in saying that I favor Mr. Reed, 
and believe him to be the best 7S fitted, all things considered, for 
the position which he seeks. 

I have been well acquainted with him for at least twenty years. 
He is a 10 ° sound lawyer, well poised, honest, a man of good judg- 
ment, his character above reproach, and his experience has been 
such as to qualify him well m for the office of Attorney-General. 
Anything that you do for Mr. Reed, I shall consider a personal 

favor# Yours very truly, (147) 
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142 

Mr. George H. Campbell, 

Fort Smith, Ark. 
My dear Sir : 

Your letter regarding your pension claim has been received. 
I have written to the Pension Bureau concerning this matter, 
and as soon u as a reply is received, it will be communicated to 
you. 

Yours very truly, (39) 

143 

Mr. Samuel Merrill, 

Maiden, Mass. 
Dear Sir: 

I have been requested in behalf of some of the voters in Pre- 
cinct 2 of Ward 5 to write to you, as our " representative in the 
city government, to see what action can be taken by the Board 
of Aldermen to secure a voting place which is near l0 the center of 
the Ward and Precinct. The Lincoln School House has been 
suggested. Will you kindly give this matter consideration as 
soon as possible? n We shall be glad to feel that we have your 
co-operation. 

Yours very truly, (89) 

144 
Mr. Howard Gardner, 

Montgomery, Ala. 
My dear Sir : 

In response to your personal call regarding your bill, H. B * 
12,908, granting an increase of pension to u Michael J. Maloney, 
I have to advise you that the bill was considered at the meeting 
of this Committee on the 9th inst., and laid >0 aside. It appears 
that the proposed beneficiary is pensioned at the rate of $72 s 
month under the general law for total helplessness. 1 * This 
allowance is fixed by law for certain specific ailments, and private 
bills to increase such ratings have not been favorably acted upon 
by this 10 ° Committee. In other words, since the adoption of the 
Committee's present rules, there is no precedent for increasing 
the high rating which the soldier now m receives. 
Yours very truly, (129) 

145 

Mr. Silas A. White, 

Allegheny, Pa. 
Dear Sir: 

As a citizen and a voter I am much interested in the candidacy 
of Hon. James E. Barrett for Mayor, believing that the * interests 
of our city and ward will be best served by continuing our present 
administration. 

His record for the past year in giving us a 80 practical, effective, 
and common-sense business administration, regardless of politi- 
cal debts or party affiliations, should induce every voter to serve 
the interests of his city, 7 * his ward, and himself by casting his bal- 
lot for James E. Barrett. 

The writer has taken the liberty of thus addressing you, feel' 
ing that many l0 ° voters have not had the opportunity to inform 
themselves fully as to the justness of Mr. Barrett's cause. 

I trust that he may count on m you to return to City Hall "* 
business man for a business administration." 
Yours very truly, (141) 

• H. B. - House Bill 
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146 
Messrs. Charles A. Tower & Co., 
Eau Claire, Wis. 
Gentlemen : 

Our Mr. Smith will be in Eau Claire Monday or Tuesday, July 10 
or 11, with our new line of Spring Novelties. Our line ** com- 
prises the handsomest and most attractive designs ever shown, 
and we trust you will reserve your valued orders for him. 
With thanks for many past ,0 favors, we remain 
Yours very truly, (56) 



147 
Mr. George H. Johnson, 
Buffalo, N.Y. 
Dear Sir : 

We are sending you, under separate cover, a copy of our cata- 
logue for the fall trade. 

We have a better line of goods * this year than ever before. * 
We hope that you will receive the catalogue promptly and will 
favor us with an early order. 
Thanking you for l0 all past favors, we remain 
Yours very truly, (58) 



148 

Mr. William O'Connell, 

Pueblo, Colo. 
Dear Sir : 

We are in receipt of your esteemed favor of the 30th instant, 
and beg to say that the delay has been caused by u the fact that 
some of the patterns on Mr. Brown's order had to be made spe- 
cially. We expect, however, to be able to make shipment ,# 
in about a week or ten days. We assure you that we will not 
delay the order one day longer than necessary. We would sug- 
gest n that you notify your customer that we will make the ship- 
ment about the 8th of next month, which we trust will be satis- 
factory, as it 10 ° is the very best we can possibly do under the 
circumstances. 

Very truly yours, (114) 



149 

Mr. Thomas Waddell, 

47 Lorraine Avenue, 

Upper Montclair, N. J. 
Dear Sir : 

We are sending you to-day sample cards of our #89 glove 
buttons, which we should be fpleased to furnish you at n 90 f 
for the plain button and SI. 70 for buttons stamped with name, 
terms net ten days. 

If name buttons are ordered *° in quantities of less than forty 
gross, an extra charge is made for dies, amounting to about $5 
for each die. 

We carry plain n buttons in stock for immediate delivery. 

Orders for buttons stamped with name could be delivered 
within four to five weeks from receipt of order. 

We 10 ° trust that we may receive your orders for some of these 
goods, and beg to remain 

Very truly yours, (119) 
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160 

| Messrs. Caldwell, Dillon & Co., 

Youngstown, Ohio. 

i Gentlemen: 

Our representative, Mr. Jenkins, will call on you on or abort 
August 25, with full line of samples of 'dress goods for the * fiS 
trade. If you will hold all your orders until you have seen ha 
samples, we are sure we shall receive a good order from ** you, sf 
the line is one of the best we have ever sent out. 

< Hoping to receive an order from you through him in the * 

4 near future, we are 

I Yours very truly, (82) 



161 

Mr. John Nelson, 

Sandusky, Ohio. 
Dear Sir: 

We are in receipt of your order of the 10th instant for 50 gross 
of buttons like sample you inclosed. We regret, however," 
that this pattern has been closed out, but we should be pleased 
to make up the same shade in any one of the four patterns M 
inclosed. If you can use any of these, please designate which 
one, and we will begin work on the order at once. 

Trusting to hear * favorably from you, we beg to remain 
Yours very truly, (85) 



162 



Mr. J. 



H. Miller, 
Syracuse, N.Y. 
Dear Sir : 

We assume you have read in the newspapers recently articles 
in regard to the alleged amalgamation of a number of the thread 
houses. 24 As these articles have caused some little misunder- 
standing in the trade, we beg to inclose you a copy of recent 
correspondence we have had with 10 Messrs. Brown & Co., of 
Boston, which is self-explanatory and which defines clearly our 
position in the thread trade. 

Any orders you may send n us, we shall endeavor to fill satis- 
factorily. 

Yours very truly, (86) 



168 
Mr. George Blair, 

Butler Exchange, 

Providence, R.I. 
Dear Sir: 

We beg to acknowledge receipt of your favor of the 1st instant, 
inclosing $1.50 for six pairs of Cotton Indestructible 1 * Socks. 

The demand for these goods has exceeded our expectations 
and consequently we are somewhat behind in filling orders. We 
hope to ship the hosiery *° you have ordered within the next few 
days, which we trust will be satisfactory. 

We know that the goods will give you excellent satisfaction, 
and v> you will find they are all we claim them to be. 
Yours very truly, (89) 
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164 
Messrs. Ward, Brown & Co., 

Milwaukee, Wis. 
Gentlemen : 

We acknowledge receipt of your letter of the 3d instant, 
ordering: 

1 case Large Students' Paper, 
to be ruled like sample. 

We regret that n our mill is shut down until August 12 for 
annual repairs, but as soon as we resume work we will give your 
order our prompt 60 attention. 

Yours very truly, (64) 

156 
Messrs. Charles S. Winship & Co., 

Haverhill, Mass. 
Gentlemen: 

We acknowledge receipt of your order of January 8, and will 
forward at once to the Standard Printing Co., Boston, 

10 reams 19 x u 24 — 32 #* Champion Superfine. 
We do not carry 19 x 24 — 28 f Champion in stock, and can 
hardly make 60 so small a run as 5 reams. If you can increase 
your order to one case, we will make this with our next run. 
Yours n very truly, (77) 

166 

Riverside Paper Works, ' 

Trenton, N.J. 
Gentlemen : 

We inclose herewith list of job lots corrected to date, and wish 
you would make an extra effort to dispose of as many of u the 
lots as possible before inventory. 

Under separate cover, we are sending you samples of a job 
lot Standard Rag Envelopes at the Nonotuck Division.* f 
You will see by these samples that it is a good lot of paper, espe- 
cially at the price we have put against it. 

If you 7I wish additional samples from any of the Divisions, 



please advise us. 



Yours very truly, (89) 
167 



The American Paper Co., 

Rochester, N.Y. 
Oentlemen : 

Confirming telephone conversation of this afternoon, we 
advised Livermore & Williams that their order of December 1, for 

1 ton 24 x 38» — 60 S. C. Book* 
to be delivered to the Holden Transfer Company, is made and 
will be shipped immediately. If for any reason this* order 
cannot go forward at once, kindly advise us, as they may want 
you to ship them immediately some 25 x 38 — 60," of which you 
have plenty in stock. Youra yery ^ (g5) 

166 

Messrs. Wallace, Smith & Co., 

Clinton, Iowa. 
Oentlemen : 

We are mailing you to-day, under another cover, samples of 
two kinds of roofing paper. One sample is the same quality as 
we furnished * you on your last order. The other is a somewhat 



* 19 x 24- 19 in. by 24 in., 32 lb. to the ream. # if frequently used after a 
number by paper houses to indicate pounds. A ease is usually 500 lb. 

fNonotuek Division — one of the factories of the American Writing Paper Co. 
t S. C. Book means Super Calendered Book. 



164 
Milwaukee 

students 

ruled 

mill 

annual 

resume 

166 
Haverhill 

reams 

champion 

superfine 

hardly 

run 

166 

Trenton 

corrected 

inventory 

envelopes 

division 
167 
Rochester 

confirming 

conversation 

ton 

supercalen- 
dered 

transfer 

plenty 
168 

Clinton 



y 



DATE NAME. 



44 



PAPER 



tinted 

previously 

prefer 

159 
Natchez 

Mississippi 

cased 

wove 

respects 

closely 

New Orl 

Louisiana 

160 
repacked 

161 
enameled 

directly 

start 

tracer 

countermand 

162 
Grand Rapids 

color 

dandy 

trifle 

harder 

sized 

bundles 

instead 



t 



better grade, and, as you will notice, is tinted. If you can use 

\ a quantity *° of the better paper, we can furnish it to you at the 

same price as you previously paid for the cheaper grade, as we 

• had n an opportunity to purchase a lot of this. 

Will you please let us know as soon as possible whether you 

wish the regular grade or 10 ° prefer this tinted paper ? 

Yours very truly, (107) 

159 « 
The Albion Paper Co., 

Natchez, Miss. 

• Gentlemen: 

We have your order # 5454 received from Mr. Smith for 

60 reams 22 x 35 — 54 * lb., 500 sheets,* cased, 

White Wove S. C. Book, to match sample accompanying order in all 

respects as closely as possible, and to be *° marked " Myth Book." 

We have noted that shipment is to be made to J. S. Parker & 

x Co., New Orleans, La. v 

Thanking you for this 7 * order, we remain 

Yours very truly, (81) 

160 

Smith Bros. Paper Co., 

192 Arch Street, 

Boston, Mass. 
f Gentlemen: 

In reply to Mr. Hobart's letter of the 17th inst., we would say 

that possibly we did not make ourselves clear on notice of * ship- 

i ment of case # 3838 (not 1 3730, is you mention) . We opened this 

case and took out ,0 14 reams which we repacked in case i 9064, 

• and shipped to Logan, Swift & Brigham ; balance of the case, viz. 
12 7I reams, was shipped to Boston in the original case f 3838. 

Yours truly, (92) 
f 161 

Messrs. William H. Bell & Co., 
1 Waltham, Mass. 

I Gentlemen: 

Over two weeks ago we sent you an order for 7J reams of 
I 32 x 44,** 120 lb. White Enameled Book Paper. This paper has 

not yet been received. We suppose it was sent by freight directly 
4 from the mill. If this 50 is the case, will you please start a tracer 

after it at once ? If we do not receive the paper within the next 

ten days, 78 we must countermand the order. 
( Will you please advise us regarding the matter as soon as 

Very truly yours, (95) 

, ^162 

Messrs. Cook, Vivian & Co. 

I Grand Rapids, Mich. 

Gentlemen : 

1 We have Mr. Sewall's letter of the 10th instant, ordering 40 to 
42 reams 26 i x 40£, w basis of weight 25 x 38—70 lb., 500 sheets, 
All Rag Laid to match sample as nearly as possible in •• color, 

I finish, and dandy, but to be a trifle harder sized. We note 
your request to put this up in board bundles instead of cases, 1 * 
and will follow your instructions. We also note that you state 
price seven cents per pound. According to the notice of ad- 
vance in prices of l0 ° paper which was sent you on the 4th instant, 
all grades of book paper were advanced fifteen cents per cwt.,f 
so the price on "* this.should be $7.15 per cwt. 
Yours very truly, (138) 

* Some grades of paper have 500 sheets to the ream ; some hare 480 sheets, 
t cwt. - hundred-weight (100 lb.). 
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168 

Mr.. Amos Abbott, 

New Orleans, La. 
Dear Mr. Abbott: 

In reply to your favor of the 11th, we beg to advise you that 
on examining our records we find the lesson * papers were, 
through error, inadvertently omitted. They are being sent 
under separate cover to-day. 

Thanking you for calling our attention to the matter and re- 
gretting 80 any inconvenience the omission may have caused you, 

we remain xr 

Yours very sincerely, (63) 

164 
Mr. Walter Arnold, 

Birmingham, Ala. 
Dear Sir: 

This will acknowledge yours of recent date and thank you 
for your courtesy in giving us the name of Miss Gage. We shall u 
take pleasure in sending Miss Gage full information about our 
course in Organization. 

During the past few months we have been making some im- 
provements in l0 the course, and it has been revised and enlarged. 
The inclosed circular will tell you something about this revised 
course, and on page two you n will find an illustration of the 
Business Library now furnished to all students. When your 
enrollment is received, we will deliver you this complete course I0 ° 
in bound form. 

Yours very sincerely, (106) 

166 

Mr. William Spurling, 

Freeport, 111. 
Dear Sir : 

It gives me pleasure to inform you that you have successfully 
passed the recent examinations held by the Board of Superin- 
tendents, and have u been granted a certificate of qualification to 
teach in the High Schools of this city. 

The certificate will be mailed you at an early date, 40 and the 
next issue of the Eligible Lists, in which your name and rating 
will appear, will also be mailed to you as soon as 7I printed, and 
without further application on your part. It is probable that no 
appointments of teachers on probation will be made from this 
list to ,0 ° take effect before next September. 

Please notify this office promptly of any change of residence. 
Very truly yours, (118) 
166 
Miss Florence Cummings, 
Hazleton, Pa. 
Dear Madam : 

We have not yet had the jJleasure of seeing you among our 
evening students. We regret that you are not with us, as *• we 
have a good school — our friends say the very best — with a fine 
class, of young men and women in attendance. It is not, 10 how- 
ever, too late to begin now, and we hope you will plan to give us 
some of your evenings this fall and winter. 

Practical knowledge M pays. By increasing your practical 
knowledge you increase your usefulness, which means greater 
earning capacity and larger remuneration. 

If you are undecided, give the school 10 ° the benefit of the doubt 

and come for a trial month. Come next Monday evening (it 

seven o'clock. „. , ,^^ x 

Sincerely yours, (120) 
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167 

American Book Co., 

Washington Square, 

New York, N.Y. 
Gentlemen : 

We are considering the adoption of several of your books in 
our school for the coming year. Kindly have one of your sales- 
men call * and see us with a list of the best prices you can give on 
the following : 

Seventy Lessons in Spelling. 
Modern Illustrative Bookkeeping. 
Moore's New 50 Commercial Arithmetic. 
We shall be pleased to hear from you regarding this matter 
as early as possible. 

Yours very truly, (70) 
168 
The King School of Accountancy, 

Sacramento, Cal. 
Gentlemen : 

I have written you before, expressing my entire satisfaction 
with your course of instruction and your methods, and I want to 
take this opportunity tt to thank you for the very satisfactory po- 
sition you have obtained for me. You have fulfilled your promises 
to me many times over, and if *° I can ever be of service to you in 
the way of reference, you may call upon me with entire freedom. 
Very truly yours, (74) 
169 
Messrs. Parker & Scudder, 

Marshalltown, Iowa. 
Gentlemen : 

Your letter in regard to your work among the institutions for 
the blind was duly received. I have had no experience with that 
class M of work, but I know that those who most carefully keep 
their eyes off the keyboards make the greatest success in touch 
typewriting. 

With the *° blind the sense of location is much stronger than 
with those who can see, and they quickly learn to calculate dis- 
tances without the aid of TS the eyes. I knew a man in Omaha who 
became suddenly blind, and he learned to operate a machine more 
quickly, in my opinion, than 10 ° he would had he had good eyesight. 
Hoping this information may be of use to you, I am 
Yours very truly, (121) 
170 
Mr. James Dawson, 

Alameda, Cal. 
Dear Sir : 

You are interested in anything that will increase your capacity 
to earn more money. Therefore, the price asked for this course in 
Salesmanship n is a mere bagatelle to you compared with its 
advantages, if it will broaden your horizon in financial matters 
as it has done for others. 10 

Every student taking this course has been benefited. There 
is not one exception. Besides, there is another advantage : other 
firms charge you for their services Tl in getting you a position at 
least five per cent of your first year's wages. We give you our 
unsurpassed Employment Bureau facilities free of I0 ° charge. 

If you're the man with " scan "; if you're looking higher than 
your present level; if you wish to benefit yourself and your fam- 
ily, as m others have done, subscribe now ; plant the acorn now. 
Yours for success, (137) 
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171 

Kr. D. G. Wateon, 

Lawrence, Kans. 
Dear Sir: 

Complying with your request of the 3d instant, we take 
pleasure in sending you herewith a copy of our pamphlet en- 
titled "How to 24 keep a Trust Company Account." If we 
:an be of any further service to you, kindly write us again. 
Yours very truly, (47) 

172 
William R. Partridge, M.D., 
Springfield, 111. 
Dear Dr. Partridge : 

In reply to your letter of the 24th instant we would say that 
f you will send a messenger to this* office, we will furnish you with 
i copy of the last annual report of this Board relative to Savings 
Banks and Trust Companies, which will l0 give you the informa- 
tion you desire regarding these institutions. 

Respectfully yours, (61) 

178 

Messrs. Oliver McKenzie & Co., 

Ashland, Wis. \ 

Gentlemen : 

I regret to say that your draft for $352 has been returned to 
our bank from the Third National Bank * marked " Not suffi- 
cient funds." We are sure there has been an oversight on your 
part. Will you please see that the amount due is mailed *° to 
us at once ? 

Yours truly, (56) 

174 
The George W. Ray & Sons Co., 

Ann Arbor, Mich. 
Gentlemen : 

We have your letter of the 22d instant notifying us of the 
overcharge in the rate of discount. 

We are sorry this occurred. 1 * It was certainly not our inten- 
tion to charge you a higher rate than you are paying other 
banks, although the rate charged was not a *° higher one than 
most of our customers are paying. We did not look up the 
previous transaction before making the rate. We will take 
pains n to see that the error does not occur in the future. 
Yours very truly, (89) 

175 
Mr. D. O. Ramsey, 

Newburg, N.Y. 
Dear Sir: 

Your letter of the second instant, notifying us of your desire 
to withdraw your account from our Savings Fund, has been 
received. 

In* 2 * reply we would state that according to our rules ten days 
are necessary for withdrawal. If you will present your Savings 
Fund deposit book at *° the bank on the twelfth instant, the 
money will be paid to you. 

If you do not call in person, kindly sign the inclosed blank n 
and have some responsible person present it, together with your 
deposit book, at our withdrawal desk, and the money will be 
paid to bearer. 

Very 10 ° truly yours, (102) 
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176 

The Norman P. Roberts Manufacturing Co, 

Sedalia, Mo. 
Gentlemen : 

We are in receipt of your favor of recent date making inquin 
as to our rules with regard to check accounts. 

We desire to " state that the first deposit must be at least $200, 
and the balances carried must average approximately $100 
When these conditions *° are complied with, interest at the raw 
of two per cent per annum is credited to the account. 
Yours very truly, (71) 
177 
Mr. Ludwig Schultz, 

Bloomington, 111. 
Dear Sir : 

We have received your letter of the 17th instant, and note what 
you say with regard to Mr. Simon W. Young, who desires * to 
borrow five thousand dollars. 

We thank you for calling our attention to the loan, but upon in- 
vestigation we find that the collateral which Mr. *° Young offers is 
not the kind we care to accept, as it consists largely of Western 
farm lands, and second and third mortgages on farm w lands. 
Yours very truly, (79) 
178 
Mr. Edward Hill, 

42 Center Street, 

Utica, N.Y. 
Dear Sir: 

The convenience of a Domestic Letter of Credit during the 
motoring season is becoming manifest to an increasing number 
of those owning cars.* 

A letter for any amount, such as we issue, can be carried wiuV 
out fear of loss, and drafts drawn against it can be readily cashed M 
at hotels and elsewhere, as shown by experience. Furthermore, 
a demand for bail in arrests for exceeding speed limits is met with- 
out embarrassment by the 7I use of one's letter. 

We issue these letters for any amount upon the deposit with 
us of a like sum, returning the unused balance upon 10 ° demand 
and charging no commission for the facilities furnished. 

We should be glad to furnish you any further information 
which you may desire. 

Yours very u » truly, (126) 
179 
Mr. Anthony P. Sherman, 

Indianapolis, Ind. 
Dear Sir: 

I notice in the " Bankers' World " that you have made applica- 
tion to organize the Second National Bank in your city, and I 
write n to ask if we may not take charge of your New York 
account. 

We are unusually well equipped for taking care of such ac- 
counts. Our *° collection service is unexcelled ; we allow interest 
on daily balances at the rate of two per cent per annum. We 
believe that none of our 7 * competitors can offer you better ac- 
commodations than those which we extend. 

If we can be of any assistance to you in the organisation of 
your 10 ° bank, we shall be pleased to hear from you. 

Trusting that we may receive a favorable response, and 
wishing you every success in your new m enterprise, I am 
Yours very truly, (131) 
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180 

Mr. G. R. Sharp, Jr., 

Quincy, Mass. 
Dear Sir : 

Our Mr. Adair will sail shortly for Europe to search for the 
best things in Hosiery, Necktie-silks, Shirtings, Underwear, 
Gloves, Vestings, Handkerchiefs," etc., etc. 

We shall take pleasure in notifying you upon his return that 
you may have an early look at the beautiful goods M he will buy. 
Respectfully yours, (55) 

181 
Mr. Alexander G. Martin, 

Atlantic City, N. J. 
Dear Sir: 

Ne doubt just at this time the question of lighter weight 
clothing is of interest to you. 

Our line of seasonable fabrics is* complete. We have in 
stock all the desired materials and patterns, and solicit an oppor- 
tunity to submit them to you for inspection. 

We want your l0 continued patronage, and offer the services 
of this establishment, which is in a position to produce pleasing 
results at very moderate prices. 
Awaiting an early * call, we remain 

Very truly yours, (81) 

182 

Mr. John Coek, ' 

Burlington, Iowa. 
Dear Sir: 

After February 1, 1910, the business interests of the firm of 
George S. Anderson & Co. will be merged with that * of John J. 
Adams. The business of the joint concern will be continued 
under the firm name of John J. Adams & Co., at 786 " Main 
Street, where a very large" stock and excellent facilities for the 
handling of business will be found. 

The prices, and the " personal attention of liir. Anderson, 
will be the same as heretofore, and we are depending on the 
continued patronage and assistance of every one of 10 ° our old 
friends and customers to make this combination successful. We 
assure you it will be our endeavor to give you better results in 
the m future than we have in the past. 

Thanking you for past favors, and hoping for an early call, we 
remain 

Yours very truly, (148) 

188 

Messrs. Waltner & Pease, 

Montclair, N. J. 
Gentlemen : 

We are in receipt of your valued favor of the 24th instant, and 
are sending you to-day, under separate cover, two styles of * 
fancy vest buttons which are the best we have at the present 
time, and which we hope will please you and answer the purpose. 
We M are forwarding these immediately as you no doubt need 
them for goods nearly completed. 

We are now getting out two new styles of fancy vest n buttons 
and will send you samples as soon as we possibly can. This 
will give you a better range of colors and more of a 10C variety 
from which to select, for future business. 
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In the meantime, if you should have additional orders to 
place on this class of goods, please m give us the opportunity 
of submitting samples, as these new patterns are at present in 
the finishing departments, and we might be able to rush u# them 
through in time for your needs. 

We trust the goods we are sending you to-day will please you in 
every way, and beg to in remain 

Very truly yours, (179) 

184 

Mr. A. B. Ackerman, 

Camden, N.J. 
Dear Sir : 

We desire to announce that our early spring styles of ready-ts- 
wear clothing for gentlemen are now ready. 

The quality of the M fabrics shown by us has been hitherto 
unknown, except in a few of the most exclusive custom tailor 
shops. 

Our prices, from $25 " to $40, enable us to show styles that are 
in no way common, and we feel sure we can please you. 

We should esteem " an early call a favor. 
Yours very truly, (83) 

186 

Mr. Caleb F. Bowen, 

Salem, Mass. 
Dear Sir: * 

In looking over my list of customers I note that you have not 
favored me with a call at my new location. The * season is now 
at hand when spring and summer clothes will be uppermosUin 
your thoughts. 

My new connection has given me greater advantages in ■• en- 
abling me tcj serve you better. A larger and more comprehensive 
stock, and my experience of what is best suited to your require- 
ments, are yours 7I for the asking. Prices are very moderate, — 
sack suitings ranging in price from $30 upward. 

Won't you come in soon, get acquainted with our 10 ° new loca- 
tion, and let me show you some of our smart styles in woolens ? 
Yours very truly, (117) 

186 

Messrs. Albert Hancock & Co., 
Pittsfield, Mass. 
Gentlemen : 

Referring again to your favor of the 8th instant, relative to the 
cheviot suitings which met with so much complaint, we would say 
that n since our letter we have had no -less than one hundred 
yards returned to us by various customers who in making up the 
goods have 80 invariably found the same defect, viz: missed 
threads in the weaving. This makes the cloth thin in many 
places so that it appears to be n worn through. We are sending 
you some of the worst of the cloth, which our customers have 
returned to us, and would ask what we m are to do with the very 
large stock we have on hand. 

It is a matter of considerable moment with us — not only for 
the m financial loss, which, as you see, has already amounted to 
several dollars, but the loss of confidence in us by our trade. 

Trusting that you uo will take this matter up immediately, 
and that we may hear from you by return mail, we are 
Yours very truly, (171) 
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187 

Mr. John D. Brandon, 

Biddeford, Maine. 
Dear Sir : 

Replying to your favor of the 26th inst., we desire to say that 
we do not care to contract for any lumber " at this time. A little 
later on when business conditions become more settled, we should 
be glad to correspond with you. 

Yours very truly, (49) 

188 
Mr. Lewis N. Manley, 

Menominee, Mich. 
Bear Sir: 

We have your favor of the 1st instant and note that you wish 
us to hold shipment of your order until about the * 20th of this 
month. 

We are sorry you are unable to use the boxes now, but we will 
hold them until such time as you *° request. 
Yours very truly, (54) 

. 189 
Mr. Herbert S. Dayton, 

Oshkosh, Wis. 
Dear Sir : 

We are inclosing you check for the two carloads of lumber 
which you wrote us about on December 26. We believe you u 
sent us no notification when shipping these cars, so we had no 
means of knowing they were from you. 

We should greatly appreciate it if *° when shipping lumber you 
would send us invoices and bills of la&ng, that we may know from 
whom the lumber comes. 

Yours very truly, (74) 

190 

The Standard Goal & Wood Co., 
Petersburg, Va. 
Gentlemen : 

We should be pleased to have you advise at what price you 
would furnish us with 100,000 ft. of two-inch white * pine 
pattern lumber, to be thoroughly dry arid strictly in accordance 
with our specifications; the lumber to be held in your yard and 
delivered to •• us in team loads when we specify. 

Your reply by September 5 would oblige 

Yours very truly, (67) 

191 
Mr. Joseph W. Wilkinson, 

Greenville, S.C. 
Dear Sir: 

We are in receipt of yours of the 15th instant, and in reply 
would state that we cannot pay over $10 per n M., because the 
freight from Greenville will amount to approximately $4, and 
this will make the staves too expensive. We shall have to try l0 
to get them nearer home. 

In 1908 we had some staves from Greenville, which were badly 
worm-eaten, and a wormy staff is n about as useless an article 
as there could be. It would not be very good business to take 
the risk of having this experience repeated 10 ° — especially if the 
freight were to be paid by us. 

Very truly yours, (113) 
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192 
The Cleveland Furniture Store, 
Cleveland, Ohio. 
Gentlemen : 

Two weeks ago I ordered several articles of furniture from yon; 
namely, one set of dining-room chairs, a brass bedstead, and i 
hall "-rack. You promised that these would be sent immediately, 
but up to the present time they have not arrived. 

Will you please look into the " matter and let me know how 
soon I may expect to receive them? 

Yours very truly, (66) 

193 

Mr. Samuel E. Barber, 

San Jose, Cal. 
Dear Sir: 

We have your letter of the 7th inst., inclosing check, and note 
what you write in regard to another stack of units. We * are 
pleased to advise you that we wiil enter your order for these and 
send them at once. 

We are very much gratified to learn *° that you are so we! 
pleased with the cases. 

Thanking you for past favors, we remain 
Very truly yours, (69) 

194 
Messrs. Edward Duffy & Sons, 

Jeffersonville, Ind. 
Gentlemen : 

We are in receipt of your letter of August 26, asking us for oar 
^prices on bedsteads and bedroom furniture. We herewith 
inclose u you a catalogue of iron bedsteads and bedroom seta 
The iron bedsteads are of the newest style, and on account of our 
large business we *° can furnish them to you at a much lower 
rate than any other firm in the market. 

Trusting that we shall be favored with an n early order from 
you, we remain 

Very respectfully, (83) 



« Mr, 



195 



James W. Clay, 
Joliet, 111. 
Dear Sir : 

Your letter received and contents noted. 

We are very sorry to hear that the pictures arrived in bad 
condition; but they were packed *• carefully and pads were 
placed between the frames, and that they did not arrive in good 
condition is one of the unfortunate things that happen M in the 
shipping of goods. 

We shipped these goods for you at first class rates, so that in 
case of breakage you would have a w claim against the railroad 
company, and if you have not signed for them as received in 
perfect condition, you can recover the amount of damage 111 
done from the railroad. 

Our men examined all the packages before they left here, and, 
if they had not been in good condition, the railroad m company 
would not have received them without noting the damage on the 
bill of lading. We therefore think that it is not just that you m 
should hold us responsible for the rough usage the goods received 
in transportation. 

Yours very truly, (166) 
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106 

Mr. Samuel J. Lake, . 
Cohimbus, Ga. 
Dear Sir: 

Your- favor of the 5th instant is received. We shall be unable 
to do anything in the matter about which you write, and * 
would respectfully refer you to the Department of Public Safety. 
We shall, of course, have to hold you responsible for any damage 
done to our *° property, as you are in possession of it. 
/ Yours very truly, (61) 



197 



198 

The Edwards-Carter Co., 

South Omaha, Nebr. 
Gentlemen : 

We are in receipt of your favor of the 8th instant offering us an 
opportunity to make you a loan of $7500," to be secured on 45, 
47, and 49 Broad Street. 

We think we could hardly lend this sum. If you are *° in a 
position to offer us a mortgage for $6000, kindly let us hear frem 
you, and we will have the property examined 7> and give, you a 
prompt answer. 

• Yourg very truly, (84) 



199 
The Reading Title Insurance & Trust Co., 

Reading, Pa. 
Gentlemen : 

We desire to place a first mortgage loan of $5000 on property 
of George T. Jackson, at Pottstown, Pa. The property con- 
sists u of about four hundred acres of land, five dwelling nouses, 
valued at $2500 each, a stable at $2000, store at B0 $1000, forty 
acres of land under cultivation, twelve stone quarries in operation, 
and about 50,000 ft. of lumber on the stump. Owner's 7I 
valuation of entire property is $15,000, with an encumbrance of 
about $1500, which will be paid off from proceeds of mortgage 10 ° 
loan applied for. We are informed that the property is well 
located, and is valuable because of the quarries, location, and pure 
drinking water. 

If m you can consider a formal application, please advise the 
rate of interest, terms of cost — including search fees in full. 
The owner* will be pleased li0 to meet your appraiser on the 
property at any time. 

Truly yours, (162) 
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Mr. David H. Ingram, 

2734 South Sixth Street, 
, St. Louis, Mo. 

Dear Sir: !<>& n 

Your favor of the 8th instant is received. 

We should not be willing to rent premises * 2736 South " Sixth ] en( } 
Street at $20 a month, you to make your own repairs ; but if you 
will agree to pay us $22.50 " under the same conditions, we think 
we can deal with you. Reading 

Inclosed please find list of our properties for rent. 

Yours truly, (73) Pottstown 
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200 

Messrs. Aaron B. Streeter & Bro. 

Houston, Tex. 
Gentlemen : 

We inclose you herewith a postal card from Messrs. Blake & Co., 
of your city. We are not certain from their inquiry on this " 
card just what grade of steel they are in the market for. 
We should be glad if you would take the matter up with them.** 
Yours very truly, (53) 

201 

Mr. Charles Deems, 

General Purchasing Agent, 

N. Y. C. R.R., New York City. 
Dear Sir: 

In response to your letter of the 23d instant, we send you 
herewith a contract in duplicate for the seven tons df * rails sold 
you. We trust you will £nd this 1 contract strictly in accordance 
with your understanding, and we would ask you to be kind 
enough *° to sign one copy of the contract and return it to us. 
Yours respectfully, (64) 

202 

Messrs. Horace Jones & Co., 

Appleton, Wis. 
Gentlemen : 

We are in receipt of your inquiry of July 22, in which you ask 
us for quotations on 10-inch rolled bar, but u we are sorry to say 
that we are not prepared to roll the bars as wide as ten inches, 
and on that account we are so unable to quote you prices. 

Thanking you for your inquiry and hoping to be favored with 
future orders, we remain 

Very truly yours, (73) 

208 

Messrs. David Finley & Co., 

Medford, Mass. 
Gentlemen : 

We have your esteemed favor of the 29th instant, and in reply 
would say that before we can quote you prices we shall * have to 
ask that you advise us as to the size of the bars for which you are 
now in the market. 

Immediately on receipt M of the desired information, if we are 
in a position to supply the material, we shall be very pleased to 
quote you prices. 

Thanking you n for past favors, we are 

Yours truly, (82) 

204 

Messrs. Nathan Park & Co., 

Hammond, Ind. 
Gentlemen : 

We have noted carefully the contents of your letter of the 
14th instant. If you are using Bessemer steel, we can supply 
your demands u and I believe we can make you a price which 
will be attractive. If, however, you are using open-hearth steely 
we cannot accept any 10 orders for delivery in less than nine 
months. If you will send us a bar that we may examin^and 
ascertain just the grade of n steel you require, we will write 5P U 
further regarding the matter. N ^ 

Yours very truly, (89) *tf 
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205 

Mr. Charles B. Landis, General Manager, 

The Booth-Elliot Co., 

Moline, HI. 
Dear Sir: 

Replying to your favor of the 29th ultimo, regarding order 
1927, placed with H. T. Ford, for one (1) Pyrometer, » I would 
advise that the prices given in your letter are correct, you to 
stand expressage and duty. 

Yours very truly, (46) 

206 

Mr. James L. Kinsel, 

McVeytown, Pa. 
Dear Sir: 

Answering yours of the 26th inst., we will state that we can 
furnish you with a new cover rim free of charge u and you can 
put it on the wood cover. Send us the number of the churn, 
which you will find on the cover rim and •• barrel rim. 

Yours truly, (54) 

207 
Messrs. Osborn & Stead, 

Poughkeepsie, N.Y. 
Gentlemen : 

We beg to acknowledge receipt of your kind favors of the 11th 
and 12th. 

For the equipment under consideration, figure pressure at 
throttle valve * at 125 lb. Engine is to be run noncondensing, 
and is to drive alternating current generator, 60 cycle, 3 phase, 
, 440 ll volts. 

Prices are to be figured f.o.b. New York. 
Very truly yours, (65) 

208 
Mr. John M. Nock, 

Ogdensburg, N.Y. 
Dear Sir: 

Some time ago you wrote us relative to contract No. 2467 for 
three iron hoisting winches for which you ** desired detailed plans. 
We now have the pleasure of inclosing blue prints which we 
trust will give you all the information you need. If, however,* 
anything further should come up, and any other points are de- 
sired, in order that the foundation may be prepared in accord- 
ance with your wishes, please n advise us, giving us detailed 
specifications, and we will carefully prepare plans for your in- 
spection. 

Yours very truly, (03) 

209 

Messrs. Enoch McCabe, Son & Co., 
Allentown, Pa. 
Gentlemen : 

Our representative, Mr. Knight, will be in .your city within 
a week or ten days. If you are ready to place an order for * 
anything in our line, we should thank you to advise us by return 
mail, that we may instruct him to see you. We are prepared •• 
to offer you the best the market affords at prices as low as you 
can secure anywhere on first-class machinery, and are ready to n 
bid against any honest competitors. 
- We hope to hear from you promptly and favorably. 

Awaiting the pleasure of your advices, we remain 
Yours respectfully, (99) 
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210 

Mr. Henry E. Marsh, 

Dallas, Tex. 
Dear Sir : 

In reply to your favor of the 3d instant, we wish to state that 
the price for one # 28 gauge for " card clothing is 50 cents. The 
price on # 29, which is an old size, would be 85 cents. 
Hoping to receive your *° order, we remain 
Yours very truly, (56) 

211 
Messrs. Hiram Long, Sons & Co., 

Perth Amboy, N. J. 
Gentlemen : 

Some time ago I spoke to you about whether the small printing 
press we have here could be used to advantage in your factory ** 
at Paterson. Have you ever looked into the matter ? Kindly 
let me hear from you, for if you cannot use it, I want to try •• to 
make some disposition of it. 

Very truly yours, (59) 

212 

The Stephens Carpet Co., 

Plymouth, Pa., ' ' 

Gentlemen : 

The writer met Mr. Walton to-day and learns you have not 
written him regarding the conveying blower system for the 
washer and dryer. We 2 * suppose that you want this shipped 
with dryer, so call your attention to the subject. 

Trusting you can decide about this so that all the *° machinery 
can be forwarded at one time, we remain 

Yours truly, (61) 

213 

Mr. Carl Ritchie, 

Piqua, Ohio. 
Dear Sir: 

Kindly telephone us to-morrow morning advising when we may 
expect shipment of the Bennett & Earle Shaper on order 1566.* 
We have* received a very stiff complaint from our superinten- 
dent regarding delays on this machine, and if you will look the 
matter up, you will *° find that it was ordered July 13, and was 
for eight months' delivery, which would bring it due about March 
13. 

Yours very truly, (74) 

214 

Messrs. W. C. Williams & Co., 

Sioux City, Iowa. 
Gentlemen : 

We are sending you under separate cover our monthly stock 
list, and trust that you may find something of interest therein. 
• We have a 2 * very complete stock of boilers, pumps, engines, 
machinery, etc., and we are naming some very low prices. 

If you are in need of anything 80 in our line, it would pay you to 
write to us. We wish to call your special attention to our port- 
able locomotive boilers. 

Any further n information which you may require in regard' 
to our stock we shall be pleased to give you. 

Yours truly, (94) 
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216 
The Lukens Iron & Steel Co., 

Coatesville, Pa. 
Gentlemen : 

Confirming telephone conversation of to-day relative to dimen- 
sions of plates on our order G-678, 1 would state that it would u 
be satisfactory to us for you to roll these plates li x 46 x 67£ 
instead of *° li x 45 J x 67i as ordered. 

Very truly yours, (71) 

216 

The American Brake Co., 

St. Joseph, Mo. 
Gentlemen': 

We are in receipt of advice from the Westinghouse Air Brake 
Co. that they have not as yet received the necessary 
cylinder information data * for our memorandum order 67,342 
(corresponding order placed with you, 67,343), and we *° should 
be pleased to have you hurry the necessary infonnatiori to them, 
and oblige 

Yours truly, (66) 

217 

Messrs. Edwards, Miller & Co., 

Wilkinsburg, Pa. 
Gentlemen : 

We beg to call your attention to our order 3306, and especially 
to the vacuum cylinders which we are advised have ** not yet 
been shipped. The Works are urgently in need of this material, 
and we trust that if shipment has not already gone forward, 
you ,0 will arrange for prompt delivery. 

Kindly let us hear from you by return mail, and oblige 
Yours very truly, (69) 

218 
The Ohio Wrought Iron A Steel Co., 
Steubenville, Ohio. 
Gentlemen : 

We should be glad to have you name us price and earliest 
delivery you could promise, on from three to four hundred (300- 
400) tons of * hammered strictly wrought slabs, for shipment to 
our works. 

Will you kindly investigate and wire us at the earliest possible 
moment after receipt of this *° letter just what you will be able to 
do? 

Yours very truly, (62) 

219 

Mr. Franklin Rice, 

Chicago & Alton R.R., 
Alton, 111. 
Dear Sir : 

Replying to your letter of the 3d instant, we should be glad 
to use M. C. B. standard wedges on the engines now u under con- 
struction ; however, I find that ether wedges were shipped with 
the tender truck boxes, and all of this material has been received. 
Your wishes' 9 in this matter will be carried out as soon as 
conditions will permit. 

I true* this will be entirely satisfactory. 

Yours truly, (72) 
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220 

The Standard Steel Works, 

Burnham, Pa. 
Gentlemen : 

Referring to your favor of the 24th instant, relative to ship- 
ment on our order T-13,583, we would " ask you to advise u? 
by return mail whether you shipped these plates to-day, at 
promised. 

Yours very truly, (44) 
221 
The American Brake Shoe & Foundry Co., 

Marion, Ind. , 

Gentlemen : 

We are pleased to advise you that Southern car No. 133, 572 con- 
taining brake work for the * P. F. W. & C. * locomotives, which 
you shipped on the 18th instant, arrived at our Works yesterday. 
Very truly yours, (46) 
222 
The Keystone Steel & Iron Co., 

Steelton, Pa. 
Gentlemen : 

Confirming our telephone conversations of yesterday and to- 
day, you may enter our order for the following galvanized 
corrugated iron : 

300 sq. ft. f 20 n Price, 3i f per lb. 
300 sq. ft. f 22 Price, 3} i per lb. 

We 80 understand that a portion of this order has already 
been shipped and the balance will go forward to-day by Fuller's 
express. Formal order will reach w you in a few days. 
Yours very truly, (83) 
223 
The Central Steel Co., 

South Bethlehem, Pa. 
Gentlemen : 

This letter will serve to confirm the instructions given you by 
our Mr. Charles Wilkins to cancel all items due our Works for 
steam * shovel castings, and to transfer, by express, all the 
patterns, including gear and pinion patterns, to The Carbondale 
Steel Casting Co., Carbondale, Pa. 

We trust *° that these patterns have already gone forward and 
that you have so advised our Works and the Carbondale Co. 

Thanking you for the attention you n have given this matter, 
we beg to remain 

Yours very truly, (86) x . 

224 
The Carbondale Steel Casting Co., 

Carbondale, Pa. 
Gentlemen : 

We have asked our Order Department to send you to-morrow, 
formal orders covering boiler, firebox, and tank plates required 
by our Works for New * York Central engines. 

We would ask that immediately upon receipt of these specifica- 
tions, you take them in hand and arrange for immediate rolling 
and ship ,0 as early the coming week as possible. We hope you 
will get the plates away from your Works not later than Tues- 
day or Wednesday of 7 * the coming week, and thank you in ad- 
vance for your best attention. 

Yours very truly, (90) 

* P. F. W. & C. - PitUburg, Ft. Wayne & Chicago Railroad, one t 
•ylyania linetu 
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225 

Mr. Frank Buck, 

Elm & Jackson Streets, 

Wilmington, Del. 
Dear Sir: 

It has been noticed that quite a number of your neighbors 
are making use of your residence telephone. This, you under- 
stand, is contrary * to the terms of our contract. Your tele- 
phone is strictly a private one, and for you to allow your neighbors 
to use it is breaking 80 your agreement with us. 

Hoping you will insist that these people cease using your tele- 
phone ; and that it will not be necessary for us to n take any 
further action, I am 

Yours very truly, (84) 
226 
Miss Annie P. Baldwin, 

Red Bank, N.J. 
Dear Madam: 

I called this afternoon at your father's residence, 179 Eighth 
Avenue, Brooklyn, in regard to the telephone account amounting 
to * $10.40, which is considerably overdue. Your father very 
kindly gave me your address and requested me to write you. 

Your contract, as* you know, distinctly requires monthly 
payments in advance, and unless prompt payment is made it 
will be necessary to disconnect and remove your telephone. 

I n should appreciate very much a prompt reply and also a 
settlement of this account. 

Yours very truly, (92) 
227 
Auditor, Bell Telephone Co., 

Philadelphia, Pa. 
Dear Sir: 

I return herewith contract with J. Thompson <fe Co., Hotel 
Chelsea, Atlantic City, N. J. 

Since March, 1909, this subscriber has u been paid a commis- 
sion of 20 % not to exceed ten cents on any one message, while 
you will note the contract entitles him *° to a 20 % commission 
straight. The subscriber has kept an account of the difference 
in commission, which amounts to $82.10. n 

There has been a misunderstanding between the Accounting 
Department and the District Manager as to the commission to 
be allowed, and I suggest that 10 ° this subscriber's account 
be corrected to conform to the conditions of his contract. 
Yours very truly, (116) 
228 
Delaware & Atlantic Telegraph & Telephone Co., 

Chester, Pa. 
Gentlemen : 

We would advise you that the charter of the Black Pressed 
Steel Co. expired by limitation May 1, of this year. Will you 
therefore " kindly arrange to omit the name of the company 
from the next edition of your Telephone Directory, and insert 
the name of this company, which 10 is located at 8th & Railroad 
Avenues, in its place ? Please advise us whether we shall be 
assigned the number which the Black Pressed Steel n Co. formerly 
had, viz. No. 900. 

We would also ask you to furnish us with a Bell Telephone 
Directory showing Philadelphia subscribers, as we 10 * make 
many long distance calls. 

Yours very truly, (108) 
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229 

District Manager, 

D. & A. Telephone Co., 

Bridgeton, N. j. 
Dear Sir: 

The General Manager has approved the issuing of line otden 
covering the installation of short wall sets in the following general 
offices, to u be used for testing purposes : 

MiUville 10001 

Vineland 10002 

Port Norris 10003 

Please issue the necessary fine orders, and " oblige 

Yours truly, (63) 
230 
Miss Edith L. Hughes, 

Little Falls, N.Y. 
Dear Madam : 

We are in receipt of your letter of recent date in reference 
to your account. We do hot in the least question your* 
ability to pay this bill, but our regulations require tis to send » 
notice to all subscribers owing an outstanding account, that is, an 
account M that has run for more than one month. 
Hoping to receive a remittance from you at an early date, I am 
Yours very truly, (74) 
281 
Mr. J. E. Dorner, 

San Diego, Cal. 
Dear Sir: 

Your favor of the 30th ultimo is at hand and its receipt is 
hereby acknowledged. Inasmuch as you canceled your con- 
tract before the 36 initial period had expired we were compelled 
to charge you the regular disconnection charge, $6. This 
together with the November tolls, amounting to $1.20, M con- 
stitutes the delinquent or disconnected bill of $7.20. 

If a contract is canceled before the end of the term * of 
contract, we either charge rental to end of year, or rental to 
date of disconnection plus the disconnection charge of $6; 
and in 10 ° your case the latter would be very much cheaper. 

Trusting you will look upon this matter in the proper light, 
and favor us with an m early remittance, I remain 

Yours truly, (131) 
282 
Mr. Charles F. Puff, 

Delaware Water Co., 
Porter, Del. 
Dear Sir: 

The contract signed by the Delaware Water Co., for a special 
wire connecting their works with the Newark Exchange, haa been 
accepted. We * will proceed with the work as soon as possible. 
I cannot give you a definite time for completing this work, as it 
will require the •• setting of a number of poles. 

I presume it is the intention of your company to continue this 
contract for more than one year. The w contract, of course, is 
binding but for one year; but if it is the intention of your com- 
pany to abandon it at the end of 1Q0 a year, it would be foolish 
for us to spend the amount of money necessary to complete 
this order for one year's rental. 

I shall m appreciate any information you can give me on this 
point 

Yours .very truly, (138) 
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Messrs. Norwood & Sheppard, 
Oklahoma, Okla. 
Gentlemen : 

We have sent statement and written you twice regarding your 
account, amounting to $75.50, but have had no reply from u 
you. Will you kindly give the matter your immediate atten- 
tion, and favor us with a remittance by return mail ? 

These small accounts for material and 40 repairs are carried 
solely for the convenience of the trade, and you will readily 
understand that unless you make prompt settlements we cannot 
continue to n fill your orders. 

Awaiting your reply, we are 

Yours very truly, (86) 

234 

The Thatcher Tobacco Co., 

♦ Winston-Salem, N.C. 
Gentlemen : 

We wrote you on the 23d ultimo regarding your account^ 
amounting to $32.75, for which we had previously* 4 mailed 
statement. 

As we have heard nothing from you, we infer that the matter 
has escaped your attention. Will you not kindly favor us with 50 
a remittance by return mail, or if there is any error, advise us, 
and we shall gladly correct it. We cannot fill future orders 
quickly " unless these small accounts are promptly settled. 

Hoping to hear from you at an early date, we are 

Yours truly, (95) 

235 

Mr. Ernest Perkins, 

Pensacola, Fla. 
Dear Sir : 

Some time ago I directed to your place of business a letter 
regarding a bill of $750, which is due * the Osbourne Printing 
Co. My collector informs me that your office at 256 Market 
Street has been closed for a month. In 50 order that you shall 
not be able to claim that you did not receive due notice, I 
have instructed that this be served on you 78 personally. I shall 
wait three days before taking legal proceedings to enforce pay- 
ment. 

Trusting you will attend to this matter without further de- 
lay, I remain 10 ° 

Yours truly, (102) 

236 

Messrs. John Hill k Co., 

Muskegon, Mich. 
Gentlemen : 

Your letter of the 8th instant, inclosing 30 coupons of the 
Red Hill Mining Company, $55 each, with the request that we u 
make collection, is at hand. 

Upon receipt of your communication we immediately for- 
warded coupons to the Market Street National Bank, which is 
designated on the *° coupons as the fiscal agent of the company. 
We were advised at the bank that they knew nothing of the Red 
Hill Mining Company and n had no connection whatever with 
them. We thought this fact rather suspicious, but in order to 
assure ourselves positively of the status of this company, 100 
we forwarded coupons to our brokers, Messrs. Drexel & Co., of 
this city, with the request that they make investigation. 
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They have this day advised m us that they have been unable 
to obtain any record even of the company's existence. We there- 
fore return to you the coupons in question with 1§0 the statement 
that in our opinion the bonds are of no value whatever. 
' Yours very truly, (166) 

237 

Mr. Stanley Atwood, 

Consolidated Electric Co., 

ChiUicothe, Ohio. 
Dear Sir: 

Your favor of May 31 received. You state in your communica- 
tion that up to the time of writing you had received no " in- 
formation concerning an item of $486 which you forwarded us 
for collection on May 25. 

In reply we would advise " you that the draft, which was 
drawn by the Consolidated Electric Company on. the Rival 
Motor Cycle Company, was duly presented by us on May n 2& 
The Cycle Company refused to honor the draft, and we wired 
you to that effect immediately, and also sent you a letter giving m 
full explanation of the facts. We cannot understand why our 
telegram and our letter both failed to reach you. 

Trusting this explanation will be satisfactory, m we are 
Yours very truly, (130) 



Mr. John J. Brown, 

6 Salem Street, 

Springfield, Mass. 
Dear Sir: 

In presenting your summons for the year 1908, payment of 
which has evidently escaped your attention, I wish to say that* 
the collecting department is under obligations to the citizens 
of Springfield for the magnificent manner in which they responded 
to the invitation to pay their 80 poll tax for the year 1907. Not- 
withstanding the great increase in the receipts from poll taxes 
for 1907, the department finds " that there are many well able 
to pay the tax who have not yet done so. A short time ago, a 
summons and demand, and a 10 ° letter, were sent- to every indi- 
vidual in Springfield who had not paid his poll tax for 1907. At 
that time it was m announced that it was not the intention of 
this department to embarrass any one to whom the payment of 
this tax would be a hardship, "° but we felt that the department 
was at least entitled to some kind of an answer to its various 
communications. Many requests were made for ,75 an extension 
of time, until matters shaped themselves so that the tax could 
be paid without serious inconvenience ; and all requests of that 
nature were 20 ° granted. The department is still willing to grant 
all reasonable requests, but feels that it should not be ignored 
or the law defied. 

A systematic m effort will be made to reach each and every 
individual who has neither discharged his obligation nor communi- 
cated with the collecting department. The books of "• the de- 
partment have been systematized so that the names of all delin- 
quents show very plainly, and investigation is made as to their 
ability to pay. 278 We are in possession of information from 
many different sources, and while we shall be pleased to extend 
all courtesy, we will not tolerate any so ° defiance. 

Please give this matter your immediate attention. 
Yours very truly, (311) 
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239 

John Fox, Esq., 

Waco, Tex. 
Dear Sir: 

Your letter, as I take it, comes from a debating team, and such 
letters, as a rule, I throw into the waste paper " basket. The 
reason is not any lack of interest, but that they come in such 
numbers that I am unable to give th^m attention and ■• at the 
same time perform my regular work. I write this to you on 
account of the special interest that you express in my book. 71 
I appreciate what you say very much. 

Sincerely yours, (84) 

240 
Dear Friend : 

The Annual Convention of Philistia occurs at East Aurora, 
July 1 to 9. We are to have with us some extra choice talent " 
in a speaking and musical way — two programmes a day, after- 
noon and evening. / 

If you can be with us, taking part in the discussions, enjoying " 
the feast of reason and flow of soul, we shall be very glad. Bring 
your old shoes, for we will do a little tramping over " the hills 
and across the fields. 
So here is a hand grasp, and I am, as ever, 

Your sincere friend, (95) 
Mr. Robert Wells, 

Millville, N.J. 

241 

Mr. William F. Niles, 

Niagara Falls, N.Y. 
Dear Mr. Niles : 

Miss Jennie Thurston presented your letter to me this morning, 
and after some conversation I asked her to come in on Monday u 
next to start in a position with us, where she will be more or less 
under my supervision. I have no doubt that Miss Thurston l0 
will prove herself more capable than the average beginner; in 
fact, had I not felt so, the position would not have been offered 
to her. 7 * 

With very best regards, and hoping to see you when you come 
to New York City, I am 

Yours very truly, (96) 

242 

The Bassett Manufacturing Co., 
711 Main Street, 

Kansas City, Mo. 
Gentlemen : 

Have you considered the advantages of having your vaults 
and safes properly insured against burglary ? 

" A strange question," you say. Perhaps ; but think a u little : 
your lives are insured, your property is insured against loss by v 
fire, you buy an accident policy when you travel ; why not in- 
sure your *° money ? 

You may never be robbed, but the sense of security that you 
will lose nothing if you are, is worth more than the small n 
premium required by us. 

We should be pleased to see you in regard to this matter at 
your convenience. 

Yours very truly, (97) 
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Miss Grace Matthews, 

136 Arlington Street, 
Boston, Mass. 
Dear Madam: v 

The news of the terrible fire in Chelsea has of course aroused 
in all of us the impulse to help in any way u we can." 

The Central Relief Office tells us that money and clothing are 
very much needed. Aid to be timely must be immediate. Any 
contribution/ however small, will be of use. 

Send all contributions of money or clothing (both clothes and 
bedding) to Social Secretary, Women's Educational and Indus- 
trial Union," 264 Boylston Street, Boston, Mass. Money should 
be sent in form of check or money order payable to Helen Pierce, 
Treasurer. 

Yours very truly, (102) 
244 
Mr. Peter P. O'Neil, 

Stockton, Cal. 
Dear Sir: 

In answer to yours of the 21st instant we wish to acknowledge 
the receipt of your check for $6.70 * and herewith inclose credit 
memorandum, 62 cents, to balance the account. If you had 
sent us an explanation at the time of your order,* 9 there would 
have been no charge for replacing the broken spoke. 

We have lots of calls on us for all classes of material, so that n 
we could not think of letting merchandise go out without making 
a charge for it, but on the other hand we are alw%ys willing to 10 ° 
make good any defects in the workmanship. 

Very truly yours, (110) 
245 
Mr. G. Edmund Noble, Jr., 

Salt Lake City, Utah. 
Dear Mr. Noble : 

I regret to be compelled to tell you, in reply to the request 
contained in your letter of the 17th instant, that * it has always 
been an absolute rule of this company not to give out open letters 
of recommendation to any one. I should like very 50 much to be 
of any possible service to you, but I do not see any way in which 
I could comply with your request without n infringing the rules 
of the company. 

I wish to assure you of my personal regard and of my desire to 
do anything I can to l0 ° be of service to you. 
Very truly yours, (108) 
246 
Mr. Anderson A. Smith, 
Toledo, Ohio. 
Dear Sir : 

I ask you as a personal and particular favor to read over the 
accompanying printed matter, and let me know at once if* 
we may count on your needed help to make this a success. It's a 
whale of an undertaking — will cost thousands — but Harris and 
I *° can do it, and will, if you will back us up. I believe that this 
is something that will appeal to every red-blooded man " in the 
business. Your Gazetteer subscription will include portrait cut' 
and a year's subscription (or extension) for Professional Edition 
of the Journal. 

Please send me 10 ° photograph and personal data as Boon as 
possible, and oblige 

Yours truly, (112) 
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T* Whom This Comes: 

This is to say that I most cheerfully bear testimony to the 
integrity, the courtesy, the high sense of honor, and ** the un- 
usual business sagacity of Mr. L. M. Underhill. I have known 
Mr. Underhill for many years, both as a teacher and as a man. 50 
Professionally, he is regarded in all parts of the United States 
among commercial teachers as one of the best, occupying a place 
in the very n van ef professional efficiency. 

I have made a number of investments through him involving 
several thousand dollars, and in every instance thus far his 
judgment 1M has proved sound. I have absolute faith in him. 
Yours sincerely, (111) 

848 
Mrs. Mary Bickford, 

Brookline, Mass. 
Dear Friend: 

"Save the children and you save the world." 
Upon the home, the school, and the church rests the re- 
sponsibility of saving the children.* 

The Boston North End Mission serves the community by 
providing a good Christian home for homeless boys and girls. 
The work is very successful, being " indorsed and aided by many 
of the leading philanthropists of the city, and should receive the 
support of every one, as its continuance is chiefly n dependent 
upon these private contributions. 

We aid the worthy poor of all classes regardless of nationality. 
This appeal is sent to you in the hope 10 ° of securing your co- 
operation. A few dollars from each one means not merely the 
continuance but the expansion of this service for humanity. 
Respectfully yours, (125) 

249 

Mr. J. W. Hughes, 

Newport, Ky. 
Dear Sir: 

The economic importance to the commonwealth and & the 
nation of properly managed forests is coming every year to be 
more convincingly in u evidence. The Kentucky Forestry 
Association is organized to disseminate a knowledge of the 
value of forestry and to bring about its application in the best " 
ways. Believing that this work will interest you, I inclose a 
brief statement regarding it. I hope that you will be sufficiently 
interested to support n the work by becoming a member of the 
Association, and I inclose an application blank for your use 
should you be so inclined. I shall 10 ° also send you a sample copy 
of our monthly publication devoted to forest interests. 

Even if you do not join the Association, we shall be m glad to 
have you know something of what we are doing, or trying to do; 
but your membership will greatly promote a good work. 
Very u0 truly yours, (152) 

250 

Miss Priscilla T. Burns, 

Charleston, S.C. 
Dear Friend : 

I beg leave to thank you for your kind co-operation with us by 
taking one of our little "Cent-a-day" Boxes, which u our 
collector has informed us you have done. 
eld. dict. ex. — 5 
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It is our purpose not only to give thousands of poor people 
dinners at Thanksgiving and Christmas 50 time, but to care for 
the neediest, poorest, and most destitute throughout the winter; 
but it is only through the sympathy and help of friends n like 
yourself that we shall be able to do this. 

I am sure you will derive satisfaction from knowing that day 
by day as you l, ° drop your coin into this little box, you are help- 
ing to cheer, bless, and provide with food some poor woman or 
child, who otherwise would m go hungry. 

In our Master's name, and in behalf of those we are seeking to 
help, I again thank you. 

In the meantime, believe me *° 

Very sincerely yours, (153) 



261 

Mr. Sylvester A. Peters, 

Columbia, S.C. 
Dear Friend: 

In compiling the names of the subscribers to the mortgage 
debt, the Committee was surprised not to find your name in the 
list.* We are sure there is some oversight or mistake. 

As has been stated in the magazine and frcm the pulpit, we 
are making one last *° supreme effort to cast off this mortgage 
burden, and the Church needs your help. Your influence is 
very essential to our success. Certainly we cannot n afford to 
do less than last year. 

An envelope is inclosed for a reply. Of course we should like 
to have some definite pledge. If 10 ° you do not feel warranted 
in giving, you may do your part in asking some one else to con- 
tribute to the cause. Any sum is m acceptable. 

Should you desire any information regarding the finances of 
the Church, we shall be glad to give it to you, either by letter, 
or 1M at any of the regular business meetings. 
Fraternally yours, (159) 



262 
Rev. John G. Backus, 

First Baptist Church, 
Httston, Pa. 
Dear Sir: 

I learn that the meeting of the Chester Association occurs 
August 18-20. I am sorry that you have moved from the 
Association, 1 * for you were giving valuable help ; but I trust you 
will continue to help us in your present field. It occurs to me 
that you 50 may attend the Chester Association meetings, and 
if so, will you kindly speak for the Orphanage ? If you do not 
expect to attend the meetings, 91 will you please suggest some one 
who might be willing to make an appeal for the children ? 

We are in especial need at present, for 10 ° about thirty of our 
children have been ill with measles. Because of this epidemic 
we were compelled to omit our Annual Spring Festival, on 
which m we depend for about seven hundred dollars. Not only 
were we deprived of this amount of money, but we were sub- 
jected to the heavy additional wo expenses which illness always 
brings, so we have lost at least one thousand dollars. We are 
therefore more than usually anxious to be represented at m 
the meeting of each of the Associations. 

Trusting that you may be able to help us, I am 
Cordially yours, (195) 
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203 

Messrs. Alexander Kennedy & Sons, 

Kankakee, HI. 
Gentlemen : 

We are short 15 pieces of 2" x 10" x 16' * Log Run Cedar on our 
order of yesterday. Will you u kindly investigate, and if you 
find that we are correct, send us a credit memorandum for the 
difference? 

Very truly yours, (46) 

254 
Messrs. Joseph Pritchard & Co., 

Jacksonville, 111. 
Gentlemen : 

In reply to your favor of the 31st ultimo, we can quote you for 
immediate delivery, f .o.b. cars Joliet : 

Small Maple u & Beech, 10" and over, $8.60 per M. ; f 

Birch Hub Timber, 9 to 15", 5 i per foot ; 

Birch Logs 60 over 15", $15 per M., log measure. 

Wo cannot quote upon oak moldings for immediate delivery. 
We could work them out of kiln "-dried stock and make reason- 
ably prompt shipment; but since you state that you must 9 have 
immediate shipment, we probably cannot supply your wants in 
this 190 line. 

Trusting to secure your order for the maple and birch, we are 
Respectfully yours, (115) 

266 

The Anthracite Coal Co., 
Scranton, Pa. 
Gentlemen : 

We have your letter of the 10th, and in reply would say that 
we are not willing to contract for a year's supply of " coal under 
the same conditions as were in force last year. If you can insure 
us better deliveries than we received in the past, we " should be 
glad to take up the matter with you. We have no complaint 
to make of the quality or the price of your coal,™ but we cannot 
put up with the inconvenience of delays. We appreciate the 
fact that the railway could not furnish you with cars last year, 100 
but we cannot afford to have our mills stand idle for lack of coal, 
as was the case twice last winter. If you can make m the rail- 
way furnish you with cars as you want them, and will guarantee 
us regular deliveries, we shall be glad to renew last year's agree- 
ment. 1 * 

Yours truly, (152) 

266 

Messrs. John Radcliffe & Co., 
Zanesville, Ohio. 
Gentlemen : 

We learn from the railroad company that B. & O. t car 14,626 
was delayed by washouts on the line u the other side of Pittsburg. 
When this car reaches you, kindly reject it and instruct the 
railroad to return it to the shippers, freight collect, *° showing 
them this letter for your authority. If you will deduct the 
amount charged for this car from our September bill and remit 
for the n balance, we shall appreciate it. 

Of course, if you want the coal when it does arrive, we shall be 

•'-feet; "-inches. 

t M. - thousand. 

% B. & O. - Baltimore and Ohio. 
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perfectly satisfied; but from your letter "* we feared it would 
be too late for your purpose, and in that case if you reject it and 
return it to us, we can m probably collect a claim from the rail- 
road for the delay. 

Regretting the annoyance you have been caused — which 
you will see, however, was not due "• to any negligence on our 
part, we are 

Yours very truly, (161) 

257 

The West Bay Forest Lumber Co., 

West Bay City, Mich. 
Gentlemen: 

We have your letter of the 9th, file 23/13,467, advising that you 
shipped us M.C.* car * 13,927, containing 60,000 #3 pine shingles 
and 90,000 * 1 mixed lath. This car arrived here yesterday," 
but we find that half of it was loaded with 2 x 8" x 16' rough hem- 
lock, while the other half contained 2 w x 6" x 20 7 rough hemlock. 

We ordered this material a week later than we ordered the pine 
shingles and mixed lath, and 10 ° while we are very glad to get it 
so early, we should like to know what has become of the other 
shipment. We hope that m the earlier order has been filled and 
shipped, but we very much fear that you have made the mistake 
of filling the second order first. 110 Kindly let us hear from you 
on the subject without delay as we are badly in need of the pine 
shingles. 

Yours truly, (173) 

268 

The Logan Iron k Steel Co., 
Pottsville, Pa. 
Gentlemen : 

We have your favor of yesterday, claiming a shortage in weight 
on B. <fe O. car 12,642 with rice u coal shipped to you last Satur- 
day. 

We send you herewith our scale ticket, showing that this car 
weighed on our scales 

Gross .... 54,967 lb.» 
Tare 10,432 



Net 44,535 lb. 

Our scales have just n been tested by the railroad inspector, 
and we are positive that no error was made in reading them. Of 
course, you have just as much l0 ° reason to believe the weight 
which your scales give as we have to believe that of ours; but it 
seems to us in this particular us instance that an error on our part 
was impossible. Ordinarily we make no objection to adjusting 
such disputes by giving credit for half of the 150 difference, and the 
fact that you always credit us with half the difference when a car 
weighs heavy on your scales makes us wish to lw treat you in 
the same way ; but so many of our cars have weighed light on 
your scales that we took particular notice of B. m & O. 12,642, 
and we feel that we must ask you to look to the railroad company 
for any shortage, 31 * as when the car left here it certainly weighed 
what the inclosed ticket shows. 

Trusting that you will admit the fairness of our position, we 
are 

Yours very truly, (254) 

* M. C. - Michigan Central. 
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259 

Messrs. L. B. Robinson & Co., 
La Crosse, Wis. 
Gentlemen: 

We beg to acknowledge the receipt of your favor of the 17th 
instant and regret exceedingly your inability to wait for the 
delivery of * your order of the 9th instant. However, we ex- 
plained the situation to you frankly that you might govern your- 
selves accordingly, and if you still feel 80 that the latter part of 
December is too late, we will gladly carry out your wishes. We 
are very sorry that on account of our n stock taking we are not 
in a position to give you the shoes at the date you requested. 

It is impossible for us to promise 10 ° an earlier date for this 
order, and we prefer to give you the facts as they are rather than 
to make a promise we cannot m fulfill. We feel that you will 
appreciate this treatment from us. 

Yours very truly, (139) 



260 

E. E. England, Esq., 
Tampa, Fla. 
Dear Sir: 

Your favor of the 5th instant is before us. Please pardon 
the delay in answering. In regard to our charges for single 
pairs * of shoes, would say that we get $4 per pair for single pairs 
of ordinary style, make, etc, regardless of what we charge " 
in cases. 

The Gun Metal Inserted Blucher is vici lined and we have to 
charge fifty cents extra. In making single pairs we spare no * 
time and expense and even at the price charged there is practi- 
cally no profit in it for us. We believe, however, the single 
pairs, made 10 ° in the way in which they are, are an advertise- 
ment to both ourselves and our trade. 

We trust that we have explained the matter to m your entire 
satisfaction, and are glad that you gave us the opportunity of so 
doing. 

Yours very truly, (143) 



261 

Messrs. Henderson Ross & Bro., 

Canton, Ohio. 
Gentlemen : 

Your order of the 6th instant has just reached us. The delay 
was due to an error in the address on your envelope. We* 
inclose the envelope and you will see from it that the letter was 
opened by the Regent Shoe Co. 

Your goods will be sent this •• afternoon and we hope that 
they will reach you in time for Saturday's trade. 

We are out of the 1 711 black shoe, 78 and send you the tan in- 
stead. We find the tan to be a much better seller than the black. 
We bill this lot to you I0 ° at $2.75, but future orders must be at $3. 

We are almost entirely out of boys' rubber boots and cannot ltt 
obtain any in the city. In order to supply you with the sizes 
you wish, we are obliged to send two or three different styles. 1 * 

Hoping this may be satisfactory, we remain 
Respectfully yours, (159) 
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262 
Messrs. Henry 0. Bassett & Co., 
San Antonio, Tex. 
Gentlemen: 

We have before us your order of November 7. "With the 
exception of the last item, 4R pairs of Men's Tan Blucher Bak," 
Sweet Po Tay last, the order is ready for the works. In regard 
to this one shoe we are not quite certain. We believe that 14 
you previously had it in our Inserted pattern at $3 .35. The same 
uhoe will now cost $3.50. The n price you state leads us to 
believe that you want it in our Diamond Foxed pattern. This 
pattern can be made for $3.35. 1W Please advise us by early 
mail, that the order may have our immediate attention. 

Your previous orders are all under way, but shipments B 
may be delayed a few days. However, as we appreciate the fact 
that you need these goods, we will do everything in our power 
to tti get them to you as soon as is possible. 

We are glad to hear that you are short of sizes, as that indicates 
that your "' business is good. 

Yours very truly, (181) 



268 

Mr. Lucius N. Little, 

Galveston, Tex. 
Dear Sir: 

A little over a year ago we started a special department for 
making men's shoes to order. We have met with wonderful 
success, 2 * counting among our patrons some of the foremost 
merchants and bankers. 

We make men's shoes from $5 up, from any leather selected, 
in any " style you wish to wear. (See the inclosed price list and 
style plates.) 

The advantages of having shoes made to your measure are 
evident. It n is the only way to fit both feet correctly, since 
we make a separate last for each foot. These lasts we keep for 
five years, 100 so that if once properly fitted by us, you may depend 
on future comfort and fit. 

An average business man stands sixteen hours a day m on his 
feet. During that time his full weight is carried on his soles. 
Shoes that fit mean health, happiness, life, and ability to work.* 1 
This is surely worth the extra cost of shoes made correctly to 
your measure. 

We do not claim that our shoes are superior for wear 1S or 
looks to ready-made shoes at the same price ; but we do claim 
that they are worth double the cost to you in comfort,** satis- 
faction, and health. 

We shall appreciate your giving us a trial. We are so confident 
of our ability to fit and please you, that we m will accept your 
order at our entire risk, to be remitted for ten days after receipt, 
thus giving you time to test thoroughly the fit, wo comfort, and 
workmanship. 

On these conditions we ask your patronage. 
Yours very truly, (263) 
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204 

The Woodcrof t Injector Co., 
Marion, Ohio. 
Gentlemen : 

After very careful consideration we have adopted the sizes 
of injector steam pipes as given in standard practice card 26 A 
1091," dated April 30, 1909, copy of which is inclosed. This 
is in accord with your recent letter, and we presume i0 it will cause 
you no inconvenience to furnish all injectors to this company in 
accordance with this card. 

Will you, therefore, kindly issue instructions that * all injectors, 
unless other dimensions are specifically called for, shall follow 
the sizes given in this standard practice card ? 
Yours very truly, (97) 



266 

Mr. Harrison A. Lucas, Purchasing Agent, 

The P. & L. E. R.R * Co., 
Erie, Pa. 
Dear Sir : 

In reply to your telegram of even date with reference to the 
omission of transmission bar in the valve motion arrangement 
for your M eight-wheel locomotive, I wired you as follows : 

" Message received. Wishes fully understood and we are 
arranging motion with transmission bar. 9 ' 

As stated in my l0 letter of October 3, this is now fully under- • 
stood and prints have been requested from our Works showing 
valve gear details used on the P. n & L. E. engines built there, 
with a view of giving you the best job possible on your new en- . 
gines. • 

Yours very truly, (98) 



266 

The Magnus Metal Co. 

Ironton, Ohio. j 

■Gentlemen : 

According to our records you have shipped us but 60 castings J 
from pattern 6739, on our order a Y-47,829. This order origi- 
nally called for but 60 castings of this pattern, but on the 1st 
instant we wrote requesting that l0 you make the order read 120 ♦ 
of these castings. We should be pleased to have you inform us 
if you received this letter, 75 and if the castings have not as yet 
been sent, we would ask that you kindly arrange to hurry the 
order, advising us by return 10 ° mail when they will be shipped. 
Very truly yours, (109) 



267 

Mr. Charles D. Jasper, P. A., 

Atlantic Coast Line, , 

Richmond, Va. 
Dear Sir: 

We note the specification covering the three (3) Articulated 
•Compound Type Locomotives we are under contract to build 
for your company calls for the n tender truck as per Specifica- 
tion 200-A. Will you kindly send me copy of this specification 
as well as a complete set of prints l0 to which we may be referred t ' 
The tender frame center plates for these engines are specified 
• P. & L. E. R.R. - Pittsburg and Lake Erie Railroad. 
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to be of malleable iron, while sheet 5-A 7> of the specification 
states that railway standard malleable iron castings on engine 
and tender are to be used. I should be glad if you would 1M 
send me a print of your drawing showing center plates which you 
desire to use on these tenders. 
Awaiting your early reply, I am 

Yours m very truly, (127) 



268 

The Barrett & Brown Machine Tool Co., 

Waterbury, Conn. 
Gentlemen : 

Kindly quote us your best price and earliest possible delivery, 
on the following tools for shipment to Paterson, N.J. : 

One (1) 60" Vertical u Drill, equivalent to that shown in your 
Catalogue, page 303, for use in connecting parallel rod and 
similar work. 

One (1) Boring and Turning >0 Mill, equivalent to that shown 
in your Catalogue, page 466. 

One (1) No. 2 N. Double Axle Lathe, with hole in center head * 
11" or 11 J" diameter, shown in your Catalogue, page 64. 

One (1) Planer, 48" wide, 16' long, 10 ° for driving box work. 
Make price with two heads on cross rail, and without. Machine 
is shown on page 165 of your m Catalogue. 

In making us quotation on this list, please send data in 
duplicate. 

Yours very truly, (141) 



269 

The Pennsylvania Railroad Co., 

Altoona, Pa. 
Gentlemen : 
We do not advocate the use of a rocker, as we do not feel that 
• the full advantages of the Walschaert gear are obtained.* Be- 
, sides the complication of additional parts it introduces two or 
more additional points for accumulation of lost motion. The 
design is merely sent to illustrate '* what can be done with the 
, present cylinders, in case you do not wish to go to the expense of 
' changing them. 

The second design n — Card 429 S 7520 — shows the arrange- 
ment applied to your engine adapted to the use of new cylinders. 
This 10 ° design requires the center of the valve chamber to be 
moved 4* outside the center line of cylinders, so as to bring the 
valve m rod in direct line with the cylinder link. 

I think this latter design will make you a more satisfactory 
arrangement and believe that if you "° decide to make a trial of 
this gear on one of your engines it would pay you to apply the 
, new cylinders and put the in old ones in stock. 

We are not altogether satisfied that the arrangement of the sup- 
port for the valve stem in the rear of the piston m valve chamber 
is the best that can be worked out, and should be glad to submit 
another design for this purpose if you decide to m _ go into the 
matter further. Otherwise we think that the gear will work out 
very well as it is laid out, and it is in "° line with our latest plans 
' for the application of this gear. 

Hoping to hear from you soon regarding the matter, we are 
Yours very truly, (275) 
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270 

Mr. George F. Fuller, 

Bangor, Maine* 
Dear Sir: 

Please find below notice to be incorporated in the call for the 
annual meeting of the stockholders, to. be sent out by your * 
clerk in Maine, — 

"For ratification and confirmation by the stockholders of the 
acts of the Board of Directors since the last annual meeting, as 
shown " by the records of the company." 

I would advise you to send him a copy of the records of the 
Directors' meeting at which the n issue of bonds was authorized 
by the Directors, se that he may enter it upon his records there. 
Yours very truly, (96) 



271 
Mr. David Edwards, 

Baton Rouge, La. 
Dear Sir: 

A clerk of the District Court informs me that you were de- 
faulted yesterday morning. In allowing yourself to be defaulted 
you have, in " my opinion, made a great mistake. No capias 
has yet been issued, and if you will see me promptly, I will 
endeavor to go to *° the court and have the default removed. If 
there were anything serious, the clerk would have ordered a capias 
instead of notifying me to have n you come in. I feel that this 
matter can be arranged decently and in order, and leave you in a 
much better position than you 10 ° are now, if you will only see 
me and follow my advice. 

Yours truly, (114) 



272 
Messrs. J. T. Brown k Co., 

Central Falls, R.I. 
Gentlemen : 

I have just received from the Springfield attorneys a check for 
$26.29 in payment of court costs, and also * two notes of $200 
each, payable in three and six months respectively, which I 
inclose. I notice that these notes are made payable *° at Chico- 
pee, Mass. The attorneys explained over the telephone yester- 
day that they had not intended this, but as they were obliged to 
forward the papers " last night in order that I might file them this 
morning, they could not make a change. I presume, however, 
that this will make no IM substantial difference to you. 

I inclose a bill which I trust will be satisfactory. 

Yours truly, (116) 



273 
Messrs. Sanford A. Pitcher & Bro., 

Rutland, Vt. 
Gentlemen : 

Your favor of the 22d instant in re * estate Joel Saunders, late 
of Woburn, Mass., is received. 

Two or three creditors * have not yet assented to the compo- 
sition offer. It is essential that all should join. In addition to 
that, an administrator cannot pay the claims " until after the 
expiration of one year from the date of his appointment with 
• In re- in the matter of (frequently used in law oorreepondenoe). 
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( safety to himself, unless it is apparent that the estate is n able 
1 to pay all claims in full. It is, therefore, my duty to notify Mrs. 
. Saunders that payments cannot be made until the expiration 

of 10 ° one year, that is, until next November, and I have so 
5 advised her. She would be glad to pay the dividends at once 

if she m could safely do so. Just as soon as possible pay- 
' ment will be made. 
j Yours very truly, (141) 

j 

974 

Mrs. Anna Bennett, 

Savannah, Ga. 
' Dear Madam: 

At last I have succeeded in getting an interview with Judge 
Ashman. Yesterday afternoon we had a long talk about the 
insurance matter,* and the matter of widow's allowance. He 
claimed that under the policy, you are entitled only to one 
eighth; he will, however, recommend giving you one fourth," 
to wit, $250. I can also get him to recommend a widow's allow* 
ance of $250, as I suggested some n time ago. 

I have discussed the insurance matter with you pretty fully, 
but if you desire further information, perhaps you had better 
see me. 1 1M can probably get the widow's allowance through on 
J Thursday of next week, if this is satisfactory to you. 
Yours very truly, (121) 

275 

Mr. Jaspar Pitts, 

* Kansas City, Kans. 
, Dear Sir: 

When the records of the meeting of the Industrial Aid Society 
held June 29 were read last evening, I discovered that the * 
lease and the formal vote authorizing the same had not been 
incorporated in the records. I suggested that this ought to be 

< done, and the i§ Clerk stated that she had been promised a copy. 
I have a rough draft of the lease, but I hardly dare to make a 

: copy n from that. If you will have a copy made, or send me one 

, of the duplicates, I will prepare a copy and send it to 10 ° the Clerk, 

that it may be incorporated in the records of that meeting. I 

* think this is important. 

Yours very truly, (121) 

276 

t Messrs. Baldwin & Warner, 
Nashua, N.H. 

< Gentlemen: 

My attention has just been called to the fact that Mr. KaneV 
agreement to take the King property expired October 1, and we 
are * informed that the insurance has expired, that the property 
is not occupied, and that Kane is still quarrying stone. In spite 
of the equity matter 50 now pending it seems to me that something 
ought to be done about it. I hesitate to give advice because the 
decisions made in the n courts of your state differ somewhat 
from ours. I, therefore, in behalf of Mrs. King, call this matter 
to your attention and ask you to I0 ° take such steps as may be 
necessary for the proper protection of Mrs. King's rights, and will 
. request that you write to me stating the m real condition of things 
at the present time. 

Yours truly, (135) 
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277 

Mr. Samuel J. Ott, 

Danbury, Conn. 
Dear Sir : 

I have come to the conclusion that that last letter of mine was 
all wrong. You haven't read McClure's Magazine in years 
past * for nothing. You know of the work it is doing and of the 
quality of its pictures and stories. 

But one dollar and fifty cents " is such an unhandy sum to 
mail. It is such a nuisance to have to write a check or go to 
the post office for " a Money Order for so small an amount.. 

Well and good — reach into your pocket for a dollar bill and 
a postage stamp and renew 10 ° your subscription for the balance 
of the year without touching pen or pencil. 

Simply fold the bill within the inclosed blank, the blank within 
the m envelope, seal, and stamp. And as some one has said be- 
fore us, " Well trust Uncle Sam's boys to deliver it to us safely." 
Yours very **• truly, (151) 



278 

Mr. Clinton Gilbert, 

Elmira, N.Y. 
Dear Sir: 

I want to ask a favor of you. 

Cosmopolitan is about to put out an offer to the general 
public (advertising it extensively * in the leading magazines, 
newspapers, etc.) of a most unusual character and of the greatest 
interest to every reader. 

The offer, however, has its so decided limit as to tjie number 
who can take advantage of it. 

I want you, as a Cosmopolitan subscriber, to know of this 
opportunity before n the public does — and whether it is ac- 
cepted for yourself or not, I want you to tell one friend of yours 
about it — one who ,0 ° is not already a subscriber. 

That's the favor. 

It is a good deal to ask of you — more than you think, for if 
each of u * you do this, the results will be mighty. 

It means 50,000 more two-year subscribers right off — 
$100,000 with which to uo make a bigger and better magazine 
than ever. 

That's what I want. 

Will you do this? 

Yours sincerely, (168) 

279 

Mr. Frank M. Butler, 

Brockton, Mass. 
Dear Sir: 

Doubtless you will be interested in a proposition whereby for 
one dollar you can make to three of your friends a holiday gift * 
that will be a grateful reminder of yourself not only at Christ- 
mas time but throughout the entire year. 

Send us in the inclosed envelope the 60 names and addresses 
of three persons not now on our mailing list, with one dollar in 
currency. These names will be entered to receive " What's n 
in the Magazines" regularly during 1910; and we will mail to 
each, so as to arrive on Christmas day, one of the inclosed 10 ° 
cards, with your name and that of the recipient carefully filled 
in. 
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Would it be possible to make three presents of equal value so 
simply m and inexpensively in any other way? All that you 
have to do is to send us the names and the dollar. We do all 
the u0 rest, and do it correctly. But we should of course hear 
from you promptly. 

Yours truly, (166) 

280 

Mr. James A. Morris, 

El Paso, Tex. 
Dear Sir: 
We are sending you an announcement of something unusual 
. in the way of a bargain — a genuine de luxe set of Russell's 
"Church * and State in the Middle Ages/' regular $75 value, for 
$24.50, with a year's time in which to pay 50 it. 

These books will appeal to your literary and artistic taste; 
you ought to see them. May we send you a set on approval, 
to * be returned at our expense if unsatisfactory? 
Your prompt attention will greatly oblige 
' Yours very truly, (91) 

281 
Mr. W. M. Williams, 

Galesburg, 111. 
Dear Sir: 

Your letter of the 4th instant was duly received. We do not 
carry in stock cuts such as you mention. Our vouchers and * 
business forms are printed from electrotype plates, duplicates 
of any of which we could supply, but as these would be the full 
• size of the V vouchers, we doubt if they would serve your purpose. 
Usually cuts for use in school catalogues and circulars are made 
from reduced facsimiles of the n business papers. We could not 
supply these reduced cuts. 

If you can use cuts of the actual size of the vouchers in our 

Modern Bookkeeping 1M and will designate the ones you desire, 

; we shall take pleasure in quoting you prices for the -cuts. We 

should charge you only the actual m cost to us for making the 

i electrotypes. 

Very truly yours, (135) 



Mr. Jarvis Fairchild, 

White Plains, N.Y. 
Dear Sir: 

My new book, "How to do Business by Letter," price SI, 
is the only late authoritative presentation of the very best 
style" now followed in the best business houses. 

This book contains over 100 model letters of all kinds, from 
simple notes and collection forms to 50 letters that pull business 
— dozens actually known to be successful. 

Also — Regulations of the Post Office — right up to January 1, 
1909 ; Rules of n Grammar for Office Reference, and all common 
errors ; Words often Misused ; Rules of Punctuation for Business 
Letters ; Actual letters criticised in detail and rewritten as ,w 
models. 

Pin a dollar bill to this letter,' write below your full name and 
address, send in inclosed envelope at my risk, and you will m 
get book by return mail subject to approval. Liberal discount 
on ten or more, for use of your office force. 

Yours very truly, (148) 
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283 

Mr. Andrew J. Russell, D. F. A., 

Pennsylvania R.R. Co., 

Philadelphia, Pa. 
Dear Sir: 

In your letter of the 23d ultimo you said that you would take 
up with Mr. Roes the question of the application M of fifth-class 
rate on petroleum and its products from P. R. R. territory to 
Boston, Providence, and Fall River, in connection with the 
Boston 10 & Philadelphia Steamship Go. 

Will you please let me know the outcome of this matter, as 
we have the question up with the Pittsburg territory n at the 
present time? 

Very truly yours, (82) 



284 

Mr. Patrick C. McPherson, Yard Master, 

Dunkirk, N.Y. 
Dear Sir: 

My attention has again been called by K L tower to the fact 
that gondola cars are leaving your tracks with the drop * doors 
open. Yesterday the following cars were noted : P. R. R. 34,517 ; 
P. 6 R. 14,112"; B. 6 O. 11,202; L. V. 10,206, and Pa. Co. 
230,150. TO Please ascertain who was the conductor of this train 
and see that he understands the instructions with regard to 
gondola cars. The doors on these ,0 ° cars must be kept closed, 
and I do not wish to call your attention to the matter again. 
Very truly yours, (121) 



286 

The Lebanon Valley Iron & Steel Co., 

Lebanon, Pa. 
Gentlemen : 

Referring to the damage done to castings on P. R. R. car 
36,420, shipped by you to Baltimore, Way * Bill 486, June 16, 
I am instructed by our Freight Claim Agent to decline the claim 
as presented by you. You billed " this shipment as a carload 
of "scrap-iron," taking advantage of the lower rate, and there- 
fore we can pay for damage to scrap-iron only, 7 * and not for dam- 
age to iron and steel castings. If you will reduce the amount 
of your bill accordingly, our Claim Department will investigate 
further. 109 

In reply please refer to our claim * 2764, Freight Claim Agent's 
number 27 A 6452.™ 

Very truly yours, (128) 
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airs. J. D. Booth, 

Chattanooga, Tenn. 
Dear Madam : 

Your letter of the 13th instant is at hand. We have now thence 
entered the transaction as claim F C 46,380." 

I note your proposition to settle for S10 if payment is made 
at once. steamers 

The receipt for delivery held by our Agent •• at Chattanooga 
fails to show that the pictures were in bad order at the time of passenger 



Canadian 



DATS NAME. 



78 



RAILROADS 



Special 
air brake 

excursion 

junction 

brakeman 

supplies 

diner 

terminus 

wages 

traveler 



receiver 

refrigerator 

shipment 

signal 

coupler 

trench 

headlight 

vestibule 

parlor car 

rivet 

waybill 

time-table 

traffic 

cable 

engineer 



delivery, and no complaint was made of the condition * of this 
package. The damage might have resulted after delivery to the 
Express Company at Chattanooga, or between the time that the 
goods were packed 10 ° at point of shipment and delivered to the 
carrier. 

At this time it is not my purpose to decline the claim. It 
seems necessary to m refer the matter to the Chesapeake & Ohio 
Railroad Co., in order that they may investigate further at the 
point of shipment, and advise what 1 * 4 action they will take 
toward adjustment of the claim. 

Yours very truly, (162) 



287 

Mrs. Mary E. Backus, 

Shenandoah, Pa. 
Dear Madam: 

Mr. Baldwin wishes me to write you and say he is sorry that he 
cannot comply with your request for two passes to M New York 
City. It is impossible at the present time to grant any passes 
except to railroad employees and members of their family de- 
pendent on so them. To grant a pass in any other case would 
be a violation of the law. He would like to accommodate you, 
but is utterly * unable to do so. 

Yours very truly, (82) 



Mr. C. H. Quarks, 

Auditor Passenger Traffic, 

Reading Terminal, Philadelphia, Pa. 
Dear Sir: 

Below I give you list of Government Transportation Orders 
honored at this office during current month, credit for total 
value of which will * be taken on P. & R. Form 7 : 

23.807 Phila. to Portsmouth and return 2 at $13.60 M $27.20 

23.808 Phila. to Portsmouth lat 
23,800" Phila. to Boston 7 at 
23,385 l0 ° Phila. to Portsmouth 3 at 

23.106 Phila. to Boston lat m 

23. 107 Phila. to Portsmouth and return 2 at 
23,770 Phila. to St. Louis lat 

Yours very truly, (180) 



280 

Mr. W. H. McCormick, 

D. L. & W. R.R., 

Hoboken, N. J. 
Dear Sir: 

Referring to your letter of the 26th instant with regard to ticket 
form X 32 and exchange No. 1230* I would report that if the 
exchange order for this ticket was drawn on the Agent of the 
Grand Trunk Railway at Toronto, it was *° done in error, as the 
intention was to route the business via Canadian Pacific and 
Owen Sound, thence via their line of steamers. 

If I n remember correctly, the passenger desired ticket via this 
route and was so supplied. 

Very truly yours, (91) 



7.05 


7.05 


5.90 


41.30 


7.05 


21.15 


5.90 


5.90 


13.60 tt0 


27.20 


20.75 


20.75 



STOCKS * BONDS 



79 EXERCISE 39 



STOCKS 6 BONDS 



290 

Messrs. T. S. Butler & Co., 
49 Wall Street, 

New York (Sty. 
Gentlemen: 

We are in receipt of your statement of our account bearing 
the date May 14, and in comparing this statement with our books 
we * find that they do not agree. In the statement you sent 
us May 1, we were long ten shares of the Southern Pacific, which 
we " instructed you to sell on the 10th instant, when this stock 
closed at 96. Although this item is missing from our long 
account, we * find no credit for at among our sales. 

Kindly rectify this error at once, and guard against a recur- 
rence of its kind. 

Yours very truly, (100) 

291 

Professor H. L. AndrewB, 

Fort Worth, Tex. 
Dear Prof essor : 

However improbable 75% dividends may seem, it is yet true 
they are not uncommon in the case of concerns controlling" 
great natural resources. 

If we have one of these propositions, it goes without saying, 
that you want to be in it. 

You are skeptical, of 50 course, and rightly so, for 999 in 1000 
of the propositions promising 75% are dishonest from beginning 
to end.* 

We do not promise 75% dividends — we ask you to take the 
facts and make your own figures. 

We want you now l0 ° to buy <>ne share of stock — no more. 
All that we ask you to send now is S10 to bind the subscription. 

In thirty m days, if you are willing to part with the stock, 
we will return your money. 

Will you please read the inclosed statement? 
Yours very truly, (150) 

292 

Mr. Franklin B. Conover, 

Lockport, N.Y. 
Dear Sir : 

The President's speech to-day should be taken favorably; I 
think Europe will consider it reassuring. The administration's 
attitude towards trusts has been overworked u as a bear factor, 
and a ten days' rally might easily follow the President's speech. 
There are a good many bulls around, but they haven't 50 any 
money to buy stocks, whereas the bears are backing up their 
opinion with sales; hence the technical position is favorable 
to an advance. There n is scarcely any doubt but that the low- 
est prices have been seen, and stocks bought either on recent 
breaks, or higher up, should be held 10 ° for a substantial rise. We 
think the period for these jabs is about over, and prices may work 
upward without much reaction. 

But little more m than a month ago, controlling interests 
advised their friends to buy B. R. T.* on the assurance of 4% divi- 
dends to begin in 150 September. The physical and financial 
condition of the property is better than ever before, and divi- 
dends before the year is out are by no means 118 improbable. 
At the same time, this stock has been manipulated by a clique 
and there is no certainty that dividends will be declared. 

• B. R. T. - Brooklyn Rapid Transit. 
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Recent letters m cover the situation and the best stocks, with- 
out going over it all again now. 

Yours very truly, (227) 

293 

Messrs. J. S. Babcock & Co., 

Ardmore, OkLa. 
Gentlemen: 

A few days ago a friend handed me some of your circulars, and 
called my attention to the remarkable statements they contain. 

Having recently u served as a member of the Examining Corps 
of the United States Patent Office, and therefore being familiar 
with patents, and their scope, I determined M to investigate 
your claims, for the purpose of satisfying myself as to the truth 
of the statements. 

This I have done, and am now thoroughly * convinced that 
your claims as to broad, basic patents are unquestionably true. 
I believe your instrument is one of the most wonderful inventions 
of the 10 ° age, with great possibilities, and I am anxious to secure 
some of the stock at its present price. 

Please send me a proper application blank. m 
Yours very truly, (128) 

294 

Mr. Arthur W. Spencer, 

Mahanoy City, Pa. 
Dear Sir: 

You can get an idea of how the best people of Colorado 
regard the Colorado-Yule Marble Co. by reading the inclosed 
clipping * from the Denver Republican of November 25. The 
Republican is the strongest and most conservative newspaper 
in the state of Colorado, and ranks with '° the best in the country. 
People generally are beginning to realize what the development 
of this great marble deposit will mean not only for the n state of 
Colorado, but for the United States. 

It is actually the biggest thing of its kind in existence, and when 
you realize that this 10 ° country now consumes something like 
twenty millions of dollars worth of marble per year, and that the 
demand is greater than the supply, you will m get an idea of the 
importance of the enterprise. 

Yours very truly, (137) 

295 

Mr. Frank A. Mitchell, 
Lynn, Mass. 
Dear Sir: 

Stocks drifted more or less aimlessly throughout the greater 
part of to-day's session. Until well in the afternoon the tend- 
ency was from early " irregularity to lower prices. Business 
was of an erratic sort, and, considering the long intervals of 
approximate stagnation, it was astonishing that the dealings 
amounted 60 to the aggregate which was recorded. As a mat- 
ter of fact, the range of interest was decidedly narrow, and the 
transactions in a few issues " accounted for the bulk of the 
day's dealings. 

We believe the condition of the market to-day was due 
largely to the influence of the so m -called professional traders, 
who, by means of manipulation, are making an attempt to 
" shake out " the public. A considerable short interest, how- 
ever, has been formed, 12 * and in my judgment buying on all 
sharp declines is advisable. 

Yours very truly, (139) 
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296 
Messrs. Fowler & Brown, 

Ashtabula, Ohio. 
Gentlemen : 

On the 26th ultimo we wrote you quoting our prices on both 
the Up-to-Date Lawn Mower and the Lady's Carpet Sweeper, 2 * 
but as yet we have had no reply. Judging from the sale of these 
articles in other places we feel sure the demand in your *° section 
of the country would be satisfactory. 

We trust that you will favor us with an order at an early date. 
Very truly yours, (74) 

297 

The Joseph Horn Hardware Co., 
Ottumwa, Iowa. 
Gentlemen : 

Kindly quote us your best price, and earliest possible delivery, 
on the following Bung-head Wire Nails, in one pound packages : 

— ¥" #18* 

— r #18 

— V #18 

— r #18 

— 1" #16 w 

— li* i 16 

— W i 15 

— 2* #15 

— l" n * 20 
Yours very truly, (80) 

298 

The Russell J. McKinley Hardware Co., 
Hannibal, Mo. 

Order i 729. 
Gentlemen : 

Please ship us via freight the following goods, and note upon 
invoice the number of this order : 

i doz. 4 27 Board M Rules, 
i doz. * 28 Log Rules, 
i jioz. Thin Hickory Yardsticks, 
6 gross * 23 Knob Eyelets, 
3 1-lb. 50 boxes # 6 Black Burrs, 
i doz. assorted wire Dog Muzzles, 
1 doz. malleable D's for Shovel Handles. 
Also kindly include a package we n are having the Hannibal 
Scales Co. send around to you. 

Very truly yours* (88) 

299 

The E. R. Tucker Co., 

Sherman, Tex. 
Gentlemen : 

In reply to yours of the 10th we would ask that you return 
to us by freight, at once, the Angles shipped you that M are not 
fully up to specifications. We wish to advise you that our super- 
intendent will be in your vicinity next week and we have wired 80 
him to call and see you. We regret very much that there should 
be occasion for continued report of trouble. 

♦The higher numbered wires are the thinner; thus # 20 is a fighter wire than 
# 18 or # 15. 

BLD. DICT. EX. — 6 
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Please have the Angles sent " back as soon as possible, as the 
writer intends to give this matter his personal attention. 

Yours truly, (93) 

800 

Mr. Horace E. Parish, 

Oswego, N.Y. 
Dear^ir: 

In reply to your letter of December 21 we desire to say that 
while the price we quoted you on four carloads M of galvanized 
corrugated sheets may be higher than you care to pay, it is cer- 
tainly as low as we can quote, when we take into* consideration 
the cost of these goods and the present condition of the market. 

Regretting that the price is too high, and hoping to be 
given * an opportunity to bid on your future business, we are 

Yours truly, (87) 

301 

Messrs. Wilbur D. McCaller & Co., 

Braddock, Pa. 
Gentlemen : 

We received your specifications for your bank building, total 
$125. These specifications, as you are doubtless aware, were 
priced last * April, three months ago, and Cressman's goods have 
advanced three times since then, so that it is not fair to suppose 
that the prices given 60 last April would hold to-day. Under the 
circumstances, would you be willing to stand for an advance of 
25% on the Butts?* 

Kindly n let us hear from you at your earliest convenience, 
as we have the goods ready for shipment. 

Yours truly, (94) 

802 

Mr. Edmund Rankin, 

Newton, Mass. 
Dear Sir: 

We are sending you our catalogue of White Enameled Ware. 

We would call your particular attention to the # 64 Colander, 
which * costs $6.75 per dozen. This seems to be the oolander 
you were thinking of when you wrote your letter of the 50 24th — 
at least, it answers the description you gave. 

As you will see by the catalogue, we have everything — 
from a soap box to " a preserving kettle — in white enameled 
ware, and trust you will decide to carry a stock of these goods. 
Yours very truly, (97) 



The Eeilig & Fisher Light & Machine Co.,- 

Montreal, Canada. 
Dear Sirs : 

Answering yours of the 16th instant, we have to state that the 
•price for the castings was not too high for a single * set. There 
were so many different pieces and so many different flasks in 
which to make the molds, that necessarily there was a lot of •• 
lost time in getting out the castings. 

However, as we did not give you the price beforehand, and as 
you say you did not expect 78 to pay more than 4 1 per pound, 
we will let it go at that. 

We can ship as soon as we get your advice 10 ° that this will be 
satisfactory. 

Yours truly, (107) 

» Butts- hinges. 
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804 

Mr. Hugh D. Needham, 

Lawrence, Mass. 
Dear Sir: 

1 note on your order for Adam Van Winkle & Co. that you 
cut the price on f 54 Lanterns. I changed M the price to $4.60, 
and will run the /chance of their claiming. McClure says, under 
no circumstances vary the price of lanterns/ for we are bound as 
tight as a drumhead and do not get any rebate until the end of 
six months. The Lantern Association insists n upon our sign- 
ing a paper before we get our rebate, so we cannot afford to take 
any chances. We should rather lose the business than 10 ° sell 
at the price as given by you. 

Yours very truly, (111) • 

305 
Messrs. Manning, Maxwell & Moore; 

Passaic, N. J. 
Gentlemen : 

On the 6th instant we placed our order B-l 4,790, for five brass 
bibbs * for water coolers, with your Philadelphia * office. This 
order in turn was placed with you by your office on their order 
3408. We have been continually calling for 10 this material, 
and to-day were advised that it was shipped by express on the 
27th instant. Kindly let us know whether this is so, 7 ' and if not, 
please wire us at once when shipment will be made. 
Awaiting your prompt reply, we remain 

Yours very truly, (97) 

806 

Mr. Patrick L. O'Connor, 

Saginaw, Mich. 
Dear Sir: 

We received your favor of the 10th regarding Knobs reported 
short by Horace Tanner & Co., and in reply would say after 
investigating " this matter we are inclined to believe that your 
customers are under the impression that they were to get knobs 
with the i 42£ M locks. You did not mention knobs on your 
order, nor did you price them with knobs ; your order merely 
called for 20 n dozen locks * 42} at $2.25 per dozen. We have 
written your customers explaining this matter to 10 ° them and 
should be pleased to hear from you. We also should thank you 
to write your customers at your convenience. 
Very truly yours, (124) 



. 307 
The Calvin Parker Hardware Co., 

Middletown, N.Y. 
Gentlemen : 

We have your order of the 20th for ten dozen H Handle Stone 
Forks, eight tine, if we will sell at 50-5 * t % off. » 

We beg to advise that we cannot accept your order at this price 
and fill it with the fork we have been *° sending you. We are well 
aware that there is a stone fork on the market, made of open- 
hearth steel, and sold at a considerably n lower price than the 
Boston Hoe & Fork Co. charge for their goods, which are made of 
crucible steel. We have a good stock on 10 ° hand, having bought 

• Bibb- bib-cock — cock with Douie downward, 
f Read fifty and five. 
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previous to the last advance, and are willing; to share the advan- 
tage with you, and accept your order at 50% m off, but for 
future business we shall have to ask you 45-5%. 

Kindly wire us if we have your permission uo to fill the order 
at 50% off. 

Yours respectfully, (161) 

806 

Mr. Charles A. Snyder, 

Alpena, Mich. 
Dear Sir: 

I note on your order for Oliver H. McKenzie & Co. that you 
sold Light S{rap Hinges at 5O-10-10-10-5%.»* They cost us 
50-10-10-10-5%. I inclose a net sheet of the Detroit Hinge 
Company giving the exact costs on 50 # 230 line of Butts, etc. 
Of course I let the hinges go through at the price as sold by you. 
I also n passed your price on Murphy's Expansive Bitts, of 
60-10-10%, but since June 1 they have cost us 70% off. At 
the l04 price as sold by you we make 7J%. 

I changed the price on Nesbit 4 10 Bolts to 75 cents."* You 
sold them at 61. They cost us 55-20-5%, and the factory 
gives us a rebate of uo 5% which is not figured in the cost here. 
This makes them — without this 5%— 69 cents, and if you figure in 
this 5% in the cost, it would make them 66 cents. So you see 
we could not sell them at 61 m cents. I have made the price 
75 cents and trust this will be satisfactory. 

Yours very truly, (218) 



800 

To our Salesmen : 

Many order-takers and some salesmen are a source of great 
annoyance to their houses by not giving explicit specifications. 

How many M orders are sent in calling for " 1 doz. 3-tined Hay 
Forks" without mention of length of handles, bent or straight, 
strap or plain — and 50 a hundred and one items the same way. 
We receive orders every day that we cannot ship for lack of 
proper specifications. 

We formerly "guessed" n at what was wanted, but found it 
entirely too expensive, for if we guessed wrong — as we usually 
did, not having graduated from a guessing l0 ° school — we were 
obliged to pay for your mistake. 

DO NOT FAIL TO INCLUDE EVERYTHING WHICH WOULD AID 
US IN FILLING AN ORDER. 

On the m other hand, do not go to the other extreme and tie 
up your house so that it cannot fill your orders. It is not neces- 
sary l, ° to specify on the average hardware orders for guns the 
drop at heel, drop at cone, length of stock, trigger pull, exact 
weight, choke, pattern, 17 ' etc., etc., but merely to give the 
number of the gun, gauge, length of barrel, and — if called for 
— the approximate weight. * 

You "° have heard of the talkative drug clerk who was repri- 
manded by his employer for his loquaciousness. The next 
customer was a lady who asked for"* powder, and the clerk 
merely said, " Face, gun, foot, or bug ? " 

There is always a happy medium, and I want to impress upon 
every one *• of you to apply this Happy Medium when writing 
up orders. 

Very sincerely yours, (264) 

• Read fifty, three tens, and five. 
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310 

Mr. Alfred Baker, Agent, 

Chicopee, Mass. 
Dear Sir: 

We are writing you in reference to P. H. Morgan's policy No. 
602. This policy was evidently issued for $1200,* the premium 
of $16.68 agreeing with that figure. However, the form calls for 
$1200 on the first item,'® and $200 on the second, making a total 
of $1400. A similar error must appear on the policy, as this is 7 * 
a duplicate typewritten form. 

Please make the necessary correction and advise us. 
Yours very truly, (90) 



311 

Mr. John Masters, 

Easton, Pa. 
Dear Sir : 

I have your favor of recent date notifying us of loss by fire, 
together with a statement showing the cost of each article * 
and the damage done. I notice in this list, however, some ar- 
ticles which are not covered by the policy. The policy is for 
office furniture '° and agent supplies, and we are not responsible 
for damage to the folding bed nor the books. I have, therefore, 
omitted these from the list- 7 * 

Send me your proofs of this loss properly made up, and if every- 
thing is satisfactory, I will send you a draft. 
Yours very truly, (99) 

812 

Messrs. Quinn & Park, 

Richmond, Ind. 
Gentlemen : 

In looking up the case of W. B. Smith in the commercial 
reports we ascertained that he is a pawnbroker. The blanks 
in his * case must be amended by adding that our policy doe%not 
include goods in pawn, or if this cannot be done, a clause must 
be *° added that in case of damage to articles that are pawned 
this company shall not be liable for more than the actual cash 
advanced, plus n legal interest from date of loan. 

Will you please take up this matter with W. B. Smith and 
advise us what you do? 

Yours truly, (100) 

313 

Mr. Alexander Kennedy, 

Michigan City, Ind. 
Dear Sir: 

I thank you for your inquiry regarding the rates of insurance. 
We have many different forms of policy. The best one for you M 
will depend entirely upon what object you have in view. We 
have policies running ten, fifteen, and twenty years, which are 
intended purely for protection, 50 and we have policies running the 
same length of time which have an investment as well as a pro- 
tective value. 

If you will let me n know what form of policy you wish to 
consider, together with your age, I will make you a statement of 
the varying rates. 

Awaiting your 1Q0 reply, I am 

Yours very truly, (106) 
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814 

Professor C. L. Pratt, 

Danville, Va. 
My dear Professor : 

I fear I am neglecting you. I inclose you a leaflet "To a 
Thoughtful Man." I trust you will not wait too u long and thus 
be obliged to pay more than you ought to. 

I have just taken an application, for. a fair amount, from a 
High 50 School teacher, fifty-four years old. He carries two or 
three small policies of a couple of thousand each, and he thinks 
that he is n going to pass just the same as when he was thirty- 
five. The doctor has just brought in his examination and I 
shall have to 10 ° write my friend declining the risk, just because 
he is too heavy and has indigestion almost daily. So you see it 
doesn't pay to delay IU too long. 

Yours very truly, (130) 



315 

Mr. James S. Marshall, 

Saratoga Springs, N.Y. 
Dear Sir : 

We desire to call your attention to our facilities for insuring 
automobiles, not only against the risks of fire, self-ignition, 
transportation, and u theft, but also for collision damage to the 
machine itself and to other objects. We also issue a very liberal 
form of policy insuring your w liability for personal injuries. 

The rate for a policy covering fire, self-ignition, transporta- 
tion, and the risk of theft is only two per cent, and " the additional 
rate for insuring the other hazards is correspondingly low. Upon 
receipt of the inclosed postal, our representative will call and 
give you full 10 ° particulars. 

If you employ an insurance broker to look after your interests, 
we should be glad to confer with him, if you would be kind m 
enough to call his attention to our facilities. 
Yours very truly, (136) 



316 

JStna Life Insurance Co., 

Hartford Conn. 
Gentlemen : 

In the matter of Policy 4 248,349, issued to Mr. D. Dudley 
Lambert through your Boston " agent, about which some 
correspondence has occurred, we would say that Mrs. Lambert, 
the beneficiary named, has consulted us about the matter in 
connection with 50 other business. We are familiar with the 
family affairs in this case and they are most unfortunate. If you 
stand strictly by your rights under n the contract, her only re- 
course appears to be to surrender the policy and accept in its 
place paid-up insurance. Premiums have been paid on 10 ° this 
policy since 1890. 

We feel that under the circumstances of the case you would be 
willing to pay to her the cash m surrender value of the policy upon 
receiving a proper bond of indemnity, for which action you un- 
doubtedly have numerous precedents. 

We trust that in this wo case you may see your way clear to 
take some action along the line suggested. 

Yours very truly, (168) 
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317 

Measn. Bryant & Chapman, 
Lafayette, Ind. 
Gentlemen : 

We have just taken out of storage for the holiday trade the 
following : 

Star Brand Condensed Mince Meat, 
Keystone Brand Cleaned Currants, 
Keystone Brand u Citron, 
Eagle Brand Packed Dates, 
Smyrna Figs. 
We also have secured a supply of unusually fine California 
Almonds, Walnuts, and Texas Pecans. 

We should be *° glad to have your orders for your Christmas 
stock, and feel sure of satisfying you with quality, price, and 
promptness. If you are interested, we n shall be glad to send you 
quotations. 

Respectfully yours, (84) 



318 

Mr. George L. Van Etten, 

Springfield, Ohio. 
Dear Sir: 

We have received through our Mr. Powell your valued order 
of the 25th. 

We were obliged to omit the Dates, as we * are entirely out of 
thetn. We shall ship this item of the order within a few days 
unless we hear from you to the contrary. 80 We trust the delay 
will cause you no inconvenience. 

With regard to the Condensed Milk, we would state that we do 
not carry the White n Mountain brand. In its place we sent a 
half case of the Glacier, filling it at $2.50. We trust this will 
be 10 ° acceptable to you. 

Very truly yours, (106) 



319 

The Loudenslager Delicatessen Co., 

East St. Louis, 111. 
Gentlemen : 

In reply to your letter of the 11th instant, we beg to submit 
the following quotations : 
"Juno" Brand Olives, 50 bottles to a case, 1 * at .... 10^ 

" Acme " Salad Oil, 25 bottles to a case, at 08 

Smoked Pork Sausage 07 

Bologna — large 05 

Pressed 50 Pigs' Feet 08 

2-lb. Corned Beef, per doz 90 

"Atlas "Baking Powder, 24 cans to a case 09 

Jelly — crab n apple, currant, and grape — in glasses, per glass 10 

"Alpha "Lemon Extract, per bottle 08 

"Crescent "Vanilla Extract, per bottle 09 

Thanking ,Q0 you for the inquiry, and trusting to receive your 
order, which would have our best attention, we remain 
Very truly yours, (121) 
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320 

. Mrs. D. P. Craig, 

Concord, N.H. 
Dear Madam : 

In accordance with your request, we take pleasure in mailing 
you, under separate cover, samples of four of the most popular 
kinds of M Washington Crackers. There are more than a score 
of other kinds of Washington Crackers, which you will find de- 
scribed in the book which we are 50 sending you with the 
samples. 

Washington Crackers are at once the most healthful and de- 
licious crackers made. The Wheat Crackers are made ef the 
entire w wheat, every ingredient is of the highest grade and abso- 
lute purity, and our methods of baking are the best known. 
Washington Crackers are crackers of 10 ° quality and are made in 
such variety as to meet every requirement. 

Thanking you for your inquiry, we are 

Yours very truly, (122) 



321 

Mr. George T Mills, 

Helena, Mont. 
Dear Sir: 

We are sorry to hear that the case of canned asparagus reached 
you in such bad condition. It left us in good order,** carefully 
packed and sound in every way, and we hold a clear receipt 
from the railroad company. As we never sell goods delivered to 
buyer, 10 they are always out of our control as soon as the trans- 
portation company has receipted for them. We therefore do not 
feel that we could * make your loss good, but since you refused 
to receive the consignment on account of its condition, you should 
have no difficulty in getting satisfaction m from the railroad 
company. 

We return our bill for the asparagus, for which we hope you 
will remit; as we are not responsible for the w damage. 

Very truly, (128) 



The George 8. Kelley Meat & Provision Co., 

Jamestown, N.Y. ' 
Gentlemen : 

Your letter of the 30th ultimo is at hand. With regard to 
the three bunches of bananas which we shipped you in excesB of * 
your order, could you not arrange to keep them, if we billed them 
to you at thirty cents a bunch ? The bananas were not very *• 
green and are probably in condition for immediate sale, so that 
we should lose less in selling them to you at half price than we * 
should to pay freight for their return and then probably find 
them over-ripe. 

We do not understand how you can buy lemons at less lM than 
$4 a box, for we looked upon this price as rock-bottom. As we 
could not meet your price, we omitted the lemons. 125 Your in- 
structions with regard to this were positive. We regret that the 
omission caused you inconvenience, and if you wish the lemons 
at our price, 110 we shall be glad to send them at once. 

Yours very truly, (162) 
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323 

Couch Telephone Co., 

Fitchburg Mass. 
Gentlemen : 

Kjndly quote us on i 35 and f 39 automatic reset intercom- 
municating telephones. 

Kindly let us know immediately if you can equip * the ordinary ' 
desk set, like the i 68, to operate this automatic release stationed 
on the side wall, for 16 stations. Our customer does so not like 
the swing arm set shown in your catalogue and insists upon 
having the ordinary desk type. 

Awaiting your reply by return mail, we n are 
Yours very truly, (79) 

324 

Edison Electric Mfg. Co., 

East Orange, N. J. 
Gentlemen : 

We are looking for a small motor of about i or ^ horse power, 
to run on 1 10 volts, 60 * cycle, alternating current. This motor 
is to have a flexible shaft about two or three feet long, and a 
small chuck on the end for *° holding small drills, which are 
not to be over ^ or A* in diameter. 

If you can furnish us with such " a motor, please send de- 
scription and price. 

Yours truly, (84) 

326 

The Charles H. Rice Electric Mfg. Co., 

Lansing, Mich. 
Gentlemen : 

Referring to your letter of October 23, we will furnish 1000 
yds. of seven conductor green silk-covered desk cord for the n 
Michigan Telephone Co., Battle Creek, Mich., at the rate 
of 24 cents net per yard, freight charges prepaid to Battle Creek, 

Our last quotation so on this material was 22 £ cents per yard •, 
but on account of the higher prices prevailing now, we shall 
have to n advance our figure to 24 cents. 

We hope you can send us the' order for this cord. You may 
assure the Telephone Co. that 10 ° the trouble with broken 
conductors will not occur again, as we found where the fault 
was and have applied the proper remedies. 
Yours very truly, (125) 

326 
Mr. Rufus H. Page, 

Port Huron, Mich. 
Dear Sir: 

Yesterday I visited the Skinner shops and wish to report the 
progress now being made on the two generators on our orders. 

First 2 * Generator: The armature is finished. The machine 
work on the spider is finished, and ready to have poles assembled. 
Poles are finished. The armature coils l0 are wound, but have not 
yet been insulated; this will require about two weeks. The 
machine can be assembled in a few days, so that n we ought to 
receive this generator certainly within less than one month. 

Second Generator: Machine work on the armature frame 
finished. The poles are nearly ,0 ° finished mechanically. The 
armature coils are being wound. We ought to receive this 
generator in less than five weeks' time. 

Yours very truly, (123) 
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327 

General Electric Supply Co., 
Buffalo, N.Y. 
Gentlemen : 

Kindly ship us the following : 

1 doz. charges for Type " V " Edison Lelande Battery, 

1 doz. charges caustic potash for same, 

2000 ft." J-inch loricated iron conduit, 

50 fixture studs, f 80 A (Bossert catalogue), 

20 10-ampere, single-pole rectangular base H. & H. flush - 1 
switches, 

1 doz. extra plates for same, brush brass finish, 

100 Edison key sockets, 

50 Edison keyless sockets, 

50 Edison attaching plugs, f 436. n 

Respectfully, (78) 

328 

The Kingston Electrical Works, 
Kingston, N.Y. 
Gentlemen : 

Will you kindly quote us on one single-cylinder engine for 
direct connection to one 250 Kw.* alternating generator, 440 " 
volts, 3 phase, 60 cycle, 150 revolutions per minute. 

Also on One highspeed single-cylinder engine for direct connec- 
tion to 70 Kw. 60 alternating-current generator, with same con- 
ditions as above. 

In your reply, kindly state the probable steam consumption 
at full load, three quarters, and one half " load. 

Steam pressure is to be 125 lb. per square inch, exhausting 
against atmospheric pressure. 

Yours very truly, (96) 

329 

Mr. Edward Cooper, 

Mount Vernon, N.Y. 
My dear Mr. Cooper : 

I inclose herewith a booklet issued by the Sterling Debenture 
Corporation containing much detailed matter and data' which 
have interested me n to the extent that I should like at your 
convenience an expression of your opinions. If not too much 
trouble, inasmuch as you are an "old and experienced teleg- 
rapher, please step in at 234 Sixth Avenue the next time you 
are in New York City and make n a careful examination ,of the 
Delaney System of Automatic Telegraphy. 

I should especially like your private views on the following 
essential points : 

1. Can and 10 ° does the Delaney System actually transmit 
1000 words per minute? 

2. In actual practice, can it be depended on to do commercial 
business ? 

3. 1M Has it ever been tested or used over practical lines, and 
if so, how and where ? 

4. Are there other Automatic Systems ? 

5. How do ll0 they compare with the Delaney ? 

6. All things considered, could a company with the Delaney 
System compete successfully with the Western Union and 
Postal companies in and make money on a uniform rate of 25 
words for 25 cents between all points? 

Very truly yours, (196) 

♦ Kw. m kilowatts. 
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330 
The Motor Car Supply & Equipment Co., 

San Francisco, Cal. 
Gentlemen : 

We have decided to add an automobile equipment depart- 
ment to our Oakland Branch, and should be glad to have your 
descriptions of, and your u quotations upon, your make of the 
following accessories : 

Gauntlets Oil Cups 

Goggles Rain Aprons 

Hampers Speed Indicators 

Horns Tire Inflators l0 

Leggings Tire Repair Tools 

Luggage Carriers Tool Kits 

Oil Cans • Vulcanizers 

Your early attention to this matter will greatly oblige 

Yours truly, (67) 
331 
The Elwood Die & Tool Co., 

Elwood, Ind. 
Gentlemen : 

We are in receipt of your circular letter of recent date calling 
attention to your automobile transmission gear. We should be 
glad to have u further information with regard to the type which 
gives three speeds forward and one reverse, with all bearings 
fitted with Standard Patented roller bearings. Do '• you make 
this gear of alloy steel, hardened? What inducements with 
regard to price, delivery, etc., would you offer if we should adopt 
the n gear exclusively for our 1910 machines ? 
Yours very truly, (86) 

332 

Mr. J. B. Dickinson, 

Glens Falls, N.Y. 
Dear Sir : 

We have your letter of April 15 inquiring about our automo- 
biles. We have sent you, under separate cover, our catalogue D, 
which gives * a full description of the line of machines we make. 
Our agents in your city are the Dewitt Automobile Co., and 
we have written requesting '• them to communicate with you. 
They will undoubtedly be willing to arrange for a demonstration, 
if you care to have them do so. 

Trusting that w we may learn through them that you have 
purchased one of our automobiles, we remain 
Very truly yours, (93) 

Mr. William Wampler, 

Racine, Wis. 
Dear Sir: 

Referring to your recent order for one piston for Model D 190& 
touring car, we note that you returned a templet " giving the 
exact size of the cylinder. On calipering this up we find that 
this templet is .007" smaller than the regular *° size of our cylin- 
ders. Our engine man advises us that we have never shipped 
a cylinder that was .007* undersized ; therefore, 78 we think you 
must have made a mistake in your measurements. 

If we should send you a piston the same size as the templet 
you 1H returned, we are positive that it would be altogether too 
loose a fit. We would suggest, therefore, that you have this 
cylinder calipered again, or m else we will ship you a piston of the 
regular size, whichever you advise. 

Yours very truly, (142) 
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334 

Mr. George F. Saunders, 

Watervliet, N.Y. 
Dear Sir : 

We beg to advise you that we are crediting your account foi 
the following parts which you recently returned : 

2 i 33 u Secondary shaft end bearings, 

1 i 50 Water pump vane, 

1 i 25 Secondary shaft center bearing (rear), 

1 i 32 Secondary shaft *° center bearing (forward), 

1 i 12 Upper half crank case, 

1 i 10 Lower half crank case, 

1 i 41 Pump shaft spiral gear, 71 

1 i 43 Water pump shaft extension. 

Trusting this will be entirely satisfactory, we beg to remain 
Yours very truly, (96) 

336 

Messrs. Walter Cole & Co., 

Morristown, N. J. 
Gentlemen : 

Sometime ago I promised that I would give you a statement of 
the cost of running the Single Cylinder Automobiles, which I 
purchased from * you. I am pleased to report that the expense 
of the repairs of ten cars was $17.10. Three of these machines 
have *° been run two seasons, seven of them one season. 

3 machines 1 season no expense 

1 machine 2 seasons no expense 

1 machine 1 season n $0.15 

1 machine 1 season 

1 machine 1 season 

1 machine 1 season 

1 machine 2 seasons 

1 machine 2 seasons' 



0.50 
1.00 
3.00 
5.50 1W 
6.95 



Total $17.10 

The greater part of the $5.50 "• was caused by the freezing of 
water which had been allowed te remain in the radiator. I 
think you will find the above record 1W very hard to beat. 
Respectfully yours, (156) 

336 

The Blank Automobile Co., 
Tarrytown, N.Y. 
Gentlemen : 

In February of this year I bought from Mr. Crandall one of 
your four-cylinder machines, factory number 1221. With the * 
exception of some little difficulty which we had at first with the 
carburetor, all has gone well until last Saturday, the 9th inst, 
when the 60 crank shaft broke just back of the forward main 
bearing. I am unable to give any reason for it. It just broke, and 
that is n all I can say. At the time, the machine was going at 
the rate of about twenty-five miles an hour on a slight upgrade. 10 * 
It would seem to me that this should not have happened, or at 
least that I should not suffer the expense of replacement. 

I am m sending you to-day, by express, the broken shaft 
I have already obtained a new shaft from Messrs. L. T. Crandall & 
Co. and have had 1S0 it installed. Please let me hear from you 
regarding this, and oblige 

Yours very truly, (165) 
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Mr. William F. Mabee, 

Cambridge, Massi 
Dear Sir: 

You are probably aware that I shall be a candidate for re- 
election for Mayor of the City of Cambridge on Tuesday, Decem- 
ber 11* 

I ask for your support on the record I have made this year for 
a fair and square business administration, in which the best 
interests •• of the city have been paramount to all other consid- 
erations, and hope you will uphold me in my determination to 
eliminate bossism from the affairs w of our city. 

I am sure that my endeavor to give the city an honest adminis- 
tration has met with your approval, and trust that you 10 ° will 
register your indorsement by voting for me next Tuesday. 
Yours very truly, (113) 

338 

Mr. Asa A. Townsend, 

Lewiston, Maine. 
Dear Mr. Townsend : 

The City Committee will be prepared to take up the active work 
of the coming Municipal Campaign immediately after the Cau- 
cuses, November "21. It is vitally essential that the candidates 
and the Committee should work in unison, and along definite 
and systematic tines. This means an •• exchange of mutual 
confidences and ideas. 

I think it would be well to have plans of campaign well mapped 
out before the next meeting of 7 * the Executive Committee, 
November 22. The Executive Officers cannot safely do this with- 
out a full understanding of your views. We have no desire to 10 ° 
infringe in the slightest degree upon your prerogatives, but sim- 
ply to express our willingness to do our full duty. 

Yours truly, (121) 

339 

Mr. William L. Johnston, 
Lowell, Mass. 
My dear Sir : 

On September 28 a communication was sent you from this 
Committee appealing for financial assistance to carry out the work 
of n the campaign. To this communication we have received no 
response and we assume that our letter has been laid aside or over- 
looked. In this event i0 we desire to call your attention to our 
need for funds, and again to appeal to you for such aid as your 
circumstances will permit. 7 * 

If you believe that the best interests of Massachusetts will be 
conserved by the re-election of the present administration, 
and that the candidates nominated by 10 ° the Independence 
League, upon a platform which appeals to class prejudice and 
proclaims unsound Socialistic doctrines, should be defeated, 
we ask for your assistance in m order that the work of the cam- 
paign may be carried on to a successful conclusion. The fight 
against Socialism in this state (as well as wo in New York) must 
be waged unceasingly, if Massachusetts ideals are to be preserved. 

Are you willing to help ? If you are a candidate for 1W office, 
we do not ask you to subscribe. If you are not, but believe that 
Republican success is essential to good government in this state, 200 
then we hope for an early and favorable reply. 
Very truly yours, (212) 
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340 

Mr. A. E. Fox, 

Flint, Mich. 
Dear Sir : 

Your letter received and the Secretary and I have given it 
careful attention. I understand that the State Committee is to 
send out" special literature for the candidate for Lieutenant 
Governor. The City Committee has already ordered postal 
cards to be sent out urging the voters to attend *• the polls and 
calling attention to local interests. There appears to be no seri- 
ous trouble except for Lieutenant Governor and Representatives. 
Special efforts have been 7S made, therefore, by us in behalf of 
the Representatives. We have also ordered 3000 cards printed 
with a complete list of all Democratic candidates. 100 These will 
be ready for distribution at the polls, or before if advisable. 
Under all the circumstances, I doubt the wisdom of preparing 
a special m circular. % 

Yours very truly, (129) 

341 

Chairman Republican State Committee, 
State House, 

Boston, Mass. 
Dear Sir : 

In compliance with your request of the 3d inst. I have caused 
a thorough inspection to be made relative to Guild-Draper 
posters " and report as follows : 

Inspection was made Saturday, November 4, by Cornelius 
O'Shea, 52 Porter Street, Boston, Mass. I am satisfied that the 
inspection so was a thorough one. The pencil check marks at 
the left of the name on the inclosed schedule indicate no posters 
found. Check marks on 7 * the right indicate posters found, as 
per schedule inclosed, except that where figures appear in pencil, 
they indicate the number of posters found. In some ,0 ° instances 
more were found than the schedule calls for. 

J agreed to pay the young man for his services, as the work was 
considerable. He m thinks that S3 is about a fair price. You 
may send a check to him or to me. 

Yours truly, (146) 

342 

Dr. James D. Kennedy, 

Guthrie, Okla. 
Dear Sir: 

The Nonpartisan Party presents for your consideration and 
support at the City Election on December 22 a ticket for Mayor, 
Alderman, and M Common Council in the various wards, composed 
of men who have served the city faithfully. We are confident 
that this ticket must meet with your *° approval, and we ask for 
it not only your vote, but also your hearty support among your 
friends and neighbors. 

In order to counteract the * issues that will be raised by the 
Democratic Party, and present clearly before the voters the rea- 
sons why their candidate for Mayor should not be l0 ° elected, we 
shall need money. We need it for rallies and advertising, and we 
need it for the expenses of checkers and carriages in the m thirty- 
six precincts on Election Day. Will you, therefore, at your earli- 
est convenience, send me as generous a check as you did last year ? 

Thanking 1M you for your services in the past, I am 
Yours very truly, (162) 
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348 

Mr. Jay P. Livermore, 

Long Branch, N.J. 
My dear Sir : 

Inclosed please find quarter sketch showing the finish of the 
ornament at the base of the proscenium arch, also full size detail u 
and section of the arch. The line in orange is a line of Prides 
templet. All the ornament is in advance of this line, but, 10 
as some of it is very strongly undercut, you ought to have your 
furring at least \" back from the templet line. Can 7S you give 
me any idea as to the time that you shall want this work ? I ask 
this in order that Gifford may govern himself 10 ° accordingly. 
Yours very truly, (104) 



344 
Mr. Joseph T. Clark, 

Fall River, Mass. 
My dear Mr. Clark : 

I am sending you to-day a blue* print from the unfinished 
drawing for the dam. I thought it might save time M if I were to 
send this now before the drawing is finished, especially as there 
will be no marked changes in it. 

You will notice 80 that over the arches of the sluiceways I have 
shown a bluestone flagging, as it seems to me the crowns of the 
arches need to n be protected in some way. This could, of course, 
be done in concrete instead of bluestone, but in either case the 
thickness shown would be "° about right. 

Yours very truly, (105) 



345 

The William Wilson & Sons Co., 
Hamilton, Ohio. 
Gentlemen : 

There is a mistake in the specifications for the road of Lawrence 
R. Walton, Esq., sent to you last evening. On page 27," under 
Section "e," instead of reading : 

" For all broken stone surfacing in place including all incidental 
work, the stone to be furnished by the owner, 10 for the sum of 
sixty-five cents ($0.65) per sq. yd./' 
it should read 

"For all broken stone surfacing in place including all incidental 
work, the n stone to be furnished by the owner, for the sum of 
one dollar and sixty-five cents ($1.65) per sq. yd." 

Will you kindly rectify this 10 ° on your copy? 
Yours very truly, (106) 
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346 

Mr. J. J. Brown, 

Raleigh, N.C. 
My dear Mr. Brown : 

I have received detail of the small order in the bays at either 
side of the loggia and detail of the " large sash. I have approved 
the detail of the order and given my copy to Pratt in order that 
he may make the model. Regarding '• the detail of the large 
sash, I still feel that the muntins are too wide, particularly so ' railings 
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because of the thickness of the sash, which "I am afraid will 
make them look very heavy. Please reduce the muntina. 

Mr. Frank Lincoln is laying out the full size of the proscen- 
ium 10 ° arch. Will you please send measurements of the furring 
as you have made it out around the arch, in order that he may 
govern his m detail ? 

Yours very truly, (129) v 



347 

Mr. Josiah A. White, 

Nashville, Tenn. 
Dear Sir : 

We wish to confirm our order over the telephone this morning 
for one storm sash 3' wide, 6' 1" high, 81 and 1J" thick, to have 
small lights of glass about 10" by 12". This we understand you 
will make l0 for the net sum of $1.25 and will have ready by 
Saturday, October 13. Kindly send this sash to Mr. Curtis n S. 
Whittier, Memphis, Tenn., and he will send you a check. 

Hoping that you will give this your prompt attention, we are 
Yours very truly, (100) 



348 " 

Messrs. Armstrong Bros. & Co., 

Little Rock, Ark. 
Gentlemen : 

There are two things regarding the wrought iron railings for 
Mr. Leonard's house, Cliff Street, that are hot satisfactory. The 
first is the cast "-iron urn on the top of the newel post. This is 
a very bad casting and does not represent first-class workmanship. 
The second is l0 the newel at the bottom, which is not built accord- 
ing to full-size detail. The iron does not follow the curve of the 
scroll, as " it should, and the ornament is reduced so that the 
ending is very weak. 

Your man originally took templets for this jtortion and the 
man 10 ° who set up the rail was asked to take a new templet be- 
fore he returned. I shall have to ask you to make this portion ** 
of the work satisfactory before I can accept it. 
Yours very truly, (137) 



349 

Mr. I. C. Dennis, 

New Brunswick, N.J. 
My dear Mr. Dennis : 

I have obtained from Henry Allen & Co. two estimates for 
heater for your stable on Wayne Street. The first is n for a 
small hot-water heater with wall coil, to heat carriage room 
40° in zero weather. The second is for a hot-water i0 heater 
connected with same coil, to heat carriage house, but to have 
in addition hot-water service with faucets, one located at the 
harness sink, 71 and one in the carriage room. The estimate for 
the first is $41 .25, and for the second is $239.37. 10t The advantage 
in having a hot-water heater is that your man can have a continu- 
ous supply of hot us water for use in washing horses, harness, 
and carriages in cold weather ; otherwise he would be compelled 
to heat water on the top of the "° heater. Please advise me 
which you prefer to have installed. 

Yours very truly, (163) 
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850 

Mr. William S. Crandall, 

Marietta, Ohio. 
Dear Sir: 

In answer to your inquiry of the 7th instant concerning an order 
for 21 x 36 — 85 lb., we are sending * you herewith samples. 
We can furnish you this in the size you desire at 6 / per 
pound. You will notice it is somewhat brighter l0 in appearance 
and strength than your sample. 
Trusting that we interest you, we remain 
Yours very truly, (67) 
861 
Messrs. Rowland k Jackson, 
Elkhart, Ind. 
Gentlemen : 

We acknowledge receipt of your order of November 27 for 
3J cases " Carter's Wove Tints," and will ship early next * week. . 
We note your suggestion with reference to Light Blue, and in 
connection with this would say that we have decided when our 
present stock *° is exhausted to deepen the shade of the Light 
Blue. At present we have on hand about two months' supply. 
Yours very truly, (73) 
862 
The Albion Paper Go., 

Denison, Tex. 
Gentlemen : 

Your letter of January 6 with reference to order #602 is 
received. 

On receipt of this order we wrote you under * date of December 
30 that we could not make such a large sheet, but could make 
a sheet 30 x 40; also that we had M in stock 24 x 26 — 77 lb. 
which we could ship at once. 

We were still waiting for a letter from you n in reply to our 
communication, when your letter of January 6 arrived. 
Yours very truly, (90) 

368 

Messrs. D. F. Smith k Co., 

Phillipsburg, N.J. 
Gentlemen : 

Your favor of the 31st ultimo inclosing a sample of Rag Laid 
Book is before us. In accordance with your instructions we 
will * enter order for 

50 reams 25 x 38 — 70, 
35 reams 25 x 38 — 60, 

both lots 500 sheets,' like sample. 

We have wired you that we would make the above within ten 
days to two weeks. We understand, of course, it is the n 60 lb. 
that you are in a special hurry for, and we shall see that this 
item in particular is hurried forward. We understand further 10f 
that the sample inclosed in your letter is to be matched in finish 
and other particulars. 

This order will have our best attention. 

Yours very m truly, (126) 

864 

Minnesota Paper Co., 

Winona, Minn. 
Gentlemen : 

We are in receipt of your favor of the 26th instant, and note 
contents. 
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With reference to the sample accompanying your letter of* 
the 26th instant, which is marked "from Albion Paper Co." 
(although you state in your letter that it is a sample of paper 
which *• your customer is now using), we would say we do not 
seem able to place this; at least we have nothing in available 
samples that * will exactly match it. Are you sure this is out 
paper ? The nearest approach we have to it is our Cameo Book, 
of which we 10 ° are sending you, by mail, a few sheets marked 
24 x 36 — 71 lb. This is a heavier weight than required, but m 
we have nothing in this grade of a lighter weight. Kindly exam- 
ine these samples. We think you will agree with us in saying 
it is tt0 a very nice paper in color, texture, and finish. If the latter 
is not high enough, we could, of course, give a higher surface if l * 
desired. Price, 6±4. 

With the above we are sending a sheet of 30 x 48 — 70 lb. 
Folder. This also m has good strength and wearing qualities, 
but color is not as bright as your sample. Price, b\{* 

Trusting that we interest 2 * you, we remain . 
Yours very truly, (231) 



865 

Messrs. Hill, Smith & Co., 

Kalamazoo, Mich. 
Gentlemen : 

We are in receipt of your favor of the 25th instant, inclosing 
orders for — 

4000 lb. * 1 grade Gumming in 51" ,T rolls, 
4000 lb. * 1 grade Gumming in 45" rolls, 

both lots basis 17 x 22 — 20 lb. 10 , 500 sheets. 

Also — 

4000 lb. * 2 grade Gumming in 51" rolls, 
4000 lb. * 2 grade Gumming in 45" w rolls, 

the last two lots to be basis 17 x 22 — 18 lb., 500 sheets. 

We also note the samples accompanying 10 ° order, and would 
call your attention particularly to the sample showing shade 
wanted on the # 2 grade, which is a Cream paper. That there m 
may be no misunderstanding we herewith return a portion of 
each sample accompanying order, and unless we hear from you 
to the contrary will make u * arrangements to make both lots 
as soon as possible, matching desired shades closely. 

We would call your attention to the required width of rolls* 
We 1W understood our Mr. R. to say that he had a conversation 
with your Mr. W. regarding this matter, and that you could make 
the width ,0 ° of the rolls conform to the capacity of our machine. 
The extreme limit of our machine is 78" in width, that is, we "■ 
could make two sheets aggregating 78". Widest roll that we 
can supercalender would be 63" to 64". You will, M0 therefore, 
see that the required widths on the above order makes it very 
disadvantageous for us to run. Usually we cannot narrow the 
machine deckle ,n down to less than 56". We will try to make 
an exception in this case, and make the 51" rolls, but m it is sim- 
ply impossible for us to narrow down to 45". Can you not ar- 
range, if you must have a 45" m sheet, to give us a side sheet 
which we can run with it ? Would like a similar arrangement 
also on the 51" sheet,* but, if you cannot do this, we can 
manage to make it without the side sheet. 

Yours very truly, (369) 
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866 

Mr. William Cross, 

Superior, Wis. 
Dear Sir : 

Some time ago you inquired about our different educational 
classes, and a prospectus giving full information was sent you. 
As you did not * enter any of the classes in the fall, perhaps 
you will want to do so at this time. Beginning classes in the 
following subjects will s0 be formed during the week beginning 
January 7 : 

Mechanical Drawing. 
Structural Engineering. 
Correspondence, Penmanship, and Spelling. 
Bookkeeping. 
Practical Office Training. 
Stenography. 
Typewriting. 
English Composition. 
Business n English. 
French. 
German. 
Spanish. 
Arithmetic. 
Algebra. 
Advice regarding any of these classes will gladly be given. 
The office is open every day (except Sunday) from 1M 9 a.m. to 
5.30 p.m. and from 7.30 to 10 in the evening. 
Very truly yours, (120) 
867 
Mr. H. J. Burton, 

Cohoes, N.Y. 
Dear Mr. Burton : 

We recently received your request for information about our 
correspondence course in Advertising, and in response we sent 
you our catalogue, and M have since written you a number of 
times. 

We appreciate that there are a number of points in considering 
a course of this kind which " could be discussed to far better 
advantage both to yourself and ourselves in a personal inter- 
view. For this reason we are sending you herewith a n ticket 
entitling you to admission to the New York Office Appliance 
and Educational Show, to be held next month in Madison 
Square Garden. We would I0 ° suggest that you call at the booth 
of the Merchants' Magazine and take this matter up with Mr. 
James, who will be very glad to m explain in detail any features 
regarding our instruction which may now seem perplexing to you. 
Sincerely yours, (142) 
868 
Miss Louisa W. Brown, 

Hagerstown, Md. 
Dear Madam: 

We have not been favored with your enrollment, but think 
that you are interested in learning the shorthand which is used 
by practical," expert reporters. We have now opened a Prac- 
tical Shorthand School in New York City, and thinking that 
you might find it more convenient to send l0 work for correction 
to the New York School instead of the Chicago, I am taking the 
liberty of writing you once more. 

Thirty dollars is n not a large sum to invest in perfecting 
one's knowledge in any department, and you will certainly have 
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an opportunity to advance to the very 10 ° utmost in shorthand 
under the direction of the instructors in charge of our New York 
School. I am inclosing herewith an application blank which 
I m hope you will mail either to our Chicago or New York School. 

Assuring you of my kindest regards, and wishing you the 
compliments of the "° season, I am 

Very truly yours, (156) 
369 
Mr. Charles H. Vanfleet, 

Schenectady, N.Y. 
Dear Sir: 

You received the catalogue I sent you, I suppose, and have 
had time to look it over a little. Are you ready to " write me 
personally ? Circular letters are all very well for some purposes, 
but this is purely a personal matter. 

It has to do with your so future earning capacity. We can 
positively put you in a position to earn more money — possibly 
twice as much as you earn now. Perhaps this w sounds like a 
pretty large claim, but I can prove it to you. There are men 
in your own locality who have studied with us 100 who will 
indorse every word I say. 

Now the whole thing simmers down to this. As an expert 
accountant or auditor you can earn more m money than as a 
bookkeeper. We will guarantee to fit you for such positions. 
A Chicago student jumped from $45 to $200 1S0 in five months 
without changing employers. He considers his eleven cents a 
day well spent. # 

Do you want a bigger salary ? Are you willing to in prepare 
yourself for it? If you are, you need our help. Send for our 
" cast iron " guarantee. Easy payments — eleven cents a day 
pays for ,<M> the whole cost in a year. We furnish all the text- 
books used and make no extra charge for them. The time for 
you to MI act is right now — before some one else walks off 
with your opportunity. 

Yours sincerely, (240) 
360 
Mr. Joseph B. Jackson, 

Pottstown, Pa. 
Dear Sir: 

I understand that you are interested in the study of account- 
ancy, finance, and business management. If that is the case, 
I am sure u you will wish to learn something of the work of this 
department of the Craig Commercial School. 

The sole aim of this School is to •• give the best possible prepa- 
ration for a successful business career. Its instructors are men 
of practical experience and its courses are designed directly to 
increase n the students' efficiency and earning power. 

Efficiency is taken to mean a great deal more, however, than 
mere skill in performing routine tasks, important as 10 ° that is. 
It calls for breadth of view, keenness of observation, grasp of 
underlying principles, thinking power. The courses of instruc- 
tion for that reason deal m not only with the details, but with 
the difficult problems of business administration. 

Regular students, that is, those who expect to receive the 
degree of 18 ° Bachelor of Commercial Science, must be high- 
school graduates or the equivalent. The School is open also 
to special students, who must be 21 "* years of age or over, but 
who need not meet any educational tests. 

I hope you will send us your application. 

Yours very truly, (199) 
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361 
Mr. James Hopkins, 

Mansfield, Ohio. 
Dear Sir: 

At our exhibit at the Office Appliance Show we had the pie 
ure of showing you our devices for loose leaf accounting. 

As you M showed interest by registering, we take pleasure 
in mailing you, under separate cover, one of our booklets show- 
ing the principal covers we manufacture. We shall *° be glad 
at any time to quote you prices on our goods, or Jiave our repre- 
sentative call. 

Yours very respectfully, (70) 

362 

Mr. Moses Page, 

Wichita, Kans. 
My dear Sir: 

The Calculator should especially commend itself to you for 
its simplicity, convenience, durability, and reasonable price. 

This machine gives mechanical accuracy instead * of mental 
uncertainty, and saves all the strain of nerves and brain. 
The fact that the Calculator being held in the hand can be 
used •• as a guide upon the figures to be added, renders it more 
valuable than any other machine, no matter what it costs. 

It would give n us pleasure to send one of the machines to 
you for a thirty days' free trial, that you may judge of its real 
worth in loa your business office. 

Awaiting your prompt reply, we are 

Very truly yours, (112) 

368 
Mr. Joseph S. Isaacs, 

New Britain, Conn. 
Dear Sir: 

Don't let the carbon method of keeping correspondence de- 
ceive you. 

You don't want a half-baked record of a letter, without 
signature, without 1 * notations or corrections. This is value- 
less, you know, in law. You want an exact reproduction of 
your letter — a photograph, a cast, a facsimile. In 80 other 
words, you want what the old letter-press would give you if it 
rolled rapidly instead of squeezing slowly. 

When your letter has been n written and signed, you, your 
stenographer, or your office boy, may step to the Rapid Roller 
Copier, insert the letter, turn the crank, and the 1W copy is made. 

If you wish further information, mail the inclosed card. 
Very truly yours, (115) 

364 

Winter Hill Business College, 

Sheboygan, ^is. 
Gentlemen : 

It is a fact that the Smith Premier Typewriter is in use in com- 
mercial schools, public and private, throughout the country. 

It is a M far more important fact that the representation of 
our machine in these schools steadily increases each year. 

At this time of year, when your classes >0 have been definitely 
organized, you are best able to come to a decision as to the num- 
ber of machines you will require to give your * pupils the neces- 
sary amount of instruction and practice. 

Our new Tri-chrome Smith Premier has been the greatest 
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success in typewriter history. The ordinary typewriter 10t writes 
according to its ribbon. The Tri-chrome Smith Premier writes 
according to your needs. Three colors on one ribbon ; changes 
from one color to m another without a moment's loss of time. 

You need such a typewriter in your school. Before you place 
your next order for machines will you "° spare a few minutes 
to investigate? 

Yours very truly, (159) 

866 

Dr. James A. Oliver, 

Wilmington, N.C. 
Dear Sir: 

We have been exceedingly exasperated and our patience tried 
to the limit because of the failure of our printers to deliver to us* 
the new catalogue on "Catalogue Filing." This was promised 
to us in two weeks after final proofs were O. K.'d. That is why 
we promised ,0 you your copy in two weeks from September 20. 

Our printers have not as yet been able to get this catalogue 
out, although they have * made repeated promises. It is not 
only exasperating but exceedingly humiliating, inasmuch as we 
have gone ahead and advertised the new file and have no **• litera- 
ture to exploit it, now when the inquiries have begun to arrive. 

The writer has your letter on his desk, and assures you that 

on m receipt of the copies of the catalogue, yours will be the 

first one to go out. We trust, therefore, that you will bear 

with us m and be patient until we can get the catalogue to you. 

Very truly yours, (164) 

866 

Mr. James L. Johnson, 

Newport News, Va. 
Dear Mr. Johnson : 

The Remington Typewriter equipped with the Wahl adding 
and subtracting attachment is the final development in the pro- 
gressive labor saving which has * been going on in the business 
office for a third of a century. All business men know that the 
writing machine is an office necessity. 10 Many business men 
know that the adding machine is an equal necessity. All busi- 
ness men should know that the acme of time and labor saving * 
is possible only when the writing machine and the adding machine 
are combined in one. The Remington writes, the Wahl attach- 
ment adds ; in combination they "° write and they add ; they do 
either or both as the operator wills. The Wahl device is unique 
as a typewriter attachment in that it m can either add or sub- 
tract at the will of the operato/. This makes it available for 
credits, discounts, freight allowances, or other deductions, and 
enlarges "• its scope fully seventy-five per cent over that of the 
ordinary adding machine, which can add only. 

Perhaps the most wonderful thing about the in Wahl attach- 
ment is that in spite of its manifold capabilities the totalizer can 
be placed in a vest pocket and the whole attachment is so aof 
small and light that there is no appreciable difference in ease of 
operation or the size and weight of the machine when the two 
are m combined. 

In conclusion, the Remington typewriter equipped with the 
Wahl adding and subtracting attachment will do more than any 
other typewriter, more than any other M0 adding machine ; more 
work, better work, and more kinds of work than any other 
machine ever designed for office use. 

Very truly yours, (273) 
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367 
Mr. Calvin Parker, 

Fort Scott, Kane. 
Dear Sir: 

Did you see the inclosed 
The response was tremendous. 
Sign the postal card inclosed. 

Yours "faithfully, (26) 
868 
Professor Chelsey E. White, 

Union, N. J. 
Dear Professor : 

In the July issue of "The World's Work'' you will find an 
eight-page article about the Nevada Marble Go. 

While this article * was prepared and inserted at our expense, 
it has the indorsement of the publishers to the extent that it 
was written by Rodgers Dixon, a " member of their editorial 
staff, after receiving the approval of their financial editor, and 
its insertion in the magazine was withheld until the property 
was " examined and approved by Arthur W. Pearson, another 
member of the editorial staff, who, at our expense, went to Marble 
from Denver, where he was li0 on June 18, with Hon. James A. 
Garfield, Secretary of the Interior. 

I would strongly recommend that you get a copy of the 
magazine from m your newsdealer and read this article. 
Very truly yours, (134) 
369 
Professor Wade Newman, 

Bay City, Mich. 
Dear Professor: 

Are you interested in psychical problems? 

There is one connected with the inclosed circular. 

This circular has been severely criticised for its lack * of dig- 
nity, but it has carried conviction to more people and produced 
more money for our company than anything else I ever wrote. 

Probably this •• is due to its inherent truth and sincerity, which 
may even be emphasized by its informality. 

At any rate, here it is. 

If it is w true — and as to that I refer you to those of the 
Board whom you may know — if it is true, you will agree that I0 ° 
you should have some of the bonds. 

There now remain less than 135,000 of these treasury bonds 
to be sold at $120 ut and interest, with 100 % stock bonus. 

I should like very much to hear from you. 

Yours truly, (148) 
370 
Mr. James A. Cox, 

Manchester, N.H. 
Dear Sir: 

We take pleasure in informing you that the 1910 edition of 
the Advertising Data Book is now off press. As a "user of 
last year's book, you are familiar with its great value as a con- 
densed reference book on all advertising subjects. 

The new edition has 10 been thoroughly revised to make it 
absolutely up-to-date in every respect, and we have added 
much new matter, including an article on "How * to use the 
Data Book," which enables the user immediately to find exactly 
what he wishes to know. 

The regular price of the 1910 101 Advertising Data Book is $2, 
but if you will return the book you now have, with $1, we shall 
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* be pleased to m send you a copy of the new 1910 edition, post- 
paid. 

* Many of the subscribers to last year's book are availing them- 
.selves of this uo offer, and we await your reply with interest. 

Yours very truly, (161) 

871 

( Dr. Victor Munson, 

Warsaw, Ind. 
Dear Sir: 

If you have country property for sale or rent, or if you expect 
to have any this season, we should like to help u you dispose of it. 

Being a " Literary Digest " subscriber yourself, you can judge 
the kind of men who make up our other 168,000 M readers, You 
can see why country property advertised in our Realty Exchange 
is being sold advantageously and inexpensively. 

Our advertising rate is very * low, enabling you to find pur- 
chasers and lessees at a minimum cost. A medium-priced, 
illustrated advertisement will give you widespread interest and 
good results. 100 

. The inclosed booklet will furnish full information regarding 
rates, and it also contains a number of sample advertisements. 
If, however, you would like to have m us prepare copy to fit 
your own particular case, let us have a description of your prop* 
'erty, and we will gladly give you our very **• best service. 
Yours very truly, (166) 

872 

Mr. John C. Thompson, 

Madison, Wis. 
Dear Sir: 

* Are you aware of the advantages of advertising by circular 
letters — if you can write "letters that pull"? 

Here are some advantages : 

1.* You can say enough to get orders by return mail. 

2. You can try out a given proposition en 1000 names for S16 ; ** 
'a page in a magazine costs $100 up. 

I 3. Letter writing is the gum-shoe method of advertising — 
your competitors don't find out 7i all about it the first day. 

But can you write "letters that pull"? 

You can if you use the Parker System. 

What is the Parker x0 ° System? 

It consists of 48 cards, mailed two each week, on one side of 
each card just the terse pointers you want, on the m other side 
'illustrations in the form of actual business letters. I give you 
the latest and best information on follow-up systems, how to 
collect u0 money by mail, how to manage agents, how to deal 
with women, how to write a hundred good letters a day, when 
to write a 17i long letter and when to write a short one, and fifty 
'other pointers even more important. In short, I give you a 
complete system, easily 20 ° learned and applied directly to your 
everyday correspondence to make your letters pull more and 
more with every step you take. 

My system costs ^ $10 cash. Send me SI by return mail 
pinned to this letter, at my risk, and I will send you the first 
three installments *° of the system with full information and 
complete outline. If you don't see money in it for you, and 
•many times the $10 the 27i system costs, send back the cards and 
I will refund your dollar instantly, without a word. If you keep 
the cards, I shall expect the ,0 ° other $9 at your early convenience* 
Yours very truly, (310) 
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878 

Mr. George M. Hill, 

Norwich, Conn. 
Dear Sir: 

We are just in receipt of a letter from Mr. Brown in which he 
states that a Revenue Collector with whom you recently * 
talked left you under the impression that you had no right to 
sell any goods containing over 5% alcohol unless you took out w 
a U.S. Retail Revenue License, 825 a year. In reply to this 
we desire to say that this is a mistaken impression n on your part. 
The recent ruling of the Commissioner of Internal Revenue in 
regard to this matter does not place under the ban any prepara- 
tion 1M of any kind because of the alcohol percentage alone. 
If the alcohol percentage is a proper one for the article indicated, 
then of course the m Internal Revenue Department has no de- 
sire to interfere. 

All that the Revenue Department desires to accomplish is 
to prevent the selling of preparations which are li0 really intended 
as beverages and which contain an undue proportion of alcohol, 
under the guise of Patent Medicines. A Fluid Extract contain- 
tag 60% in to 75% alcohol may just as legally be sold as any 
preparation containing a smaller percentage of alcohol. 
Yours very truly, (199) 



874 

Messrs. W. H. Page & Co., 

Beloit, Wis. 
Gentlemen : 

Your favor of the 23d instant addressed to Mr. Williams is 
at hand, and in reply we would say that his order for u you called 
plainly for 

$ doz. Humphrey's Specific, I. L, 
$ doz. Humphrey's Specific, J. K., 
and all our check marks indicate that 80 this quantity was sent. 
We do not claim never to make mistakes, but our system of check 
marks is such that we can almost always n tell with perfect 
clearness just what has happened when complaint is made. In 
this instance all the check marks indicate that the article was 
gotten 10 ° out and put in the truck to be packed with the other 
goods. Please make a thorough search for the missing bottles 
and see if m they cannot be found. Look around your store 
carefully, and also pick to pieces the excelsior with which the 
goods were packed. It frequently happens M0 we have com- 
plaints of shortage when an investigation shows that the goods 
have never been removed from the box in which they were ori- 
ginally placed. 171 

If after making this search you do not find any trace of the 
goods, please advise us and we will make the credit or replace "° 
them. 

Awaiting your reply, we remain 

Yours very truly, (209) 
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876 

Mr. George Smith, 

Anderson, Ind. 
Dear Sir: 

We write this at the suggestion of your nephew (Mr. J. A. 
Barr) who, as he will inform you, has bought a small * drug stock, 
and wants to open up a retail business for himself. 

We have known Mr. Barr a number of years, and are entirely 
satisfied " in regard to his integrity and his capacity. Mr. Barr 
desires to obtain from us a stock of goods amounting to $200 or * 
6300 on credit, but as we have told him, the profits in our line of 
business are too small to warrant us in 10 ° extending credit to 
those who have not already a financial standing. In other 
words, we cannot afford to take the risk of a failure on m the part 
of our customers to fulfill their expectations. We have suggested 
to him that if you are willing to guarantee his account to the *** 
extent of say 6300, we should then be entirely willing to take his 
order for the amount indicated. 

We inclose a form which in would be satisfactory to us, and 
this, if agreeable, you may sign and return by him. 

Any further explanation in the matter we will leave M9 to him. 
Yours very truly, (204) 
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Dr. J. J. Lynch, 

Elgin, 111. 
Dear Sir: 

Your favor of the 1st instant, inclosing check which we have 
placed to your credit, is at hand. We inclose herewith your bills * 
receipted. 

We note your remarks in regard" to the broken thermometer, 
and in reply we desire to say that of course we realize how very n 
difficult it is for a professional man to understand the basis 
on which merchandising is conducted in these days. It seems 
to a certain extent '* unreasonable that any one should be asked 
to pay for something which he did not receive, and yet this is 
what frequently happens in the l0 ° course of trade. 

We inclose herewith a little sheet which we have had printed, 
explaining to our customers the conditions in regard to the 
shipment m of goods. By this you will see that when we fulfill 
the instructions of our customers and deliver the goods to any 
transportation system, whether "° this be the Post Office, Express 
Company, Railroad, or Steamer, our responsibility then ceases, 
and the goods are at the risk of the bv ver. In tn some cases 
the buyer can collect for the loss from the transportation com- 
pany, and in some cases he cannot and must bear the loss 
himself. 100 We ourselves have to stand losses of this kind, and 
our customers must, of course, do the same. 

In this case, as you do not m seem to understand this thor- 
oughly, we are duplicating tha broken thermometer for you, 
but we wish you to understand clearly that we cannot de 
this *• again, and when articles of this kind are ordered, it must 
be at the customer's risk. This is the only basis on which we 
deal.* 71 

Thanking you for past orders, and hoping to hear from you fre- 
quently in the future, we remain 

Yours very truly, (205) 
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377 

Dr. C. S. Kimball, 

347 East Chicago Avenue, 
Chicago, 111. 
Dear Doctor : 

In view of the present epidemic of influenza, I propose to issue 
a small circular to reach the poorer classes in the community,* 
with information as to the best methods of preventing grippe. 
I should be pleased to have any suggestions from you on the 
subject. I desire' to make the circular short, and not to 
suggest any remedies or methods of treatment ; the only advice 
in that connection would be to have Ti the patient placed in bed 
and to send for a doctor. 

Yours very truly, (89) 
378 
Dr. Frank A. Field, Director, 

Bureau of Health, 

Chicago, HI. 
My dear Dr. Field: 

Apart from general laws of hygiene and of the hygiene of in- 
fections as to disposal of discharges, etc., I know * of no mode 
of prevention. Your staff can formulate such rules better than I. 
Yours sincerely, (41) 
379 
Dr. Frank A. Field, Director, 

Bureau of Health, 

Chicago, 111. 
Dear Doctor: 

Influenza is a transmissible or contagious disease. The in- 
fluenza bacillus is present in the secretions from the upper air 
passages, including the nose." It persists in many cases after 
the active symptoms subside, and probably in all cases in which 
post-influenzal catarrhs occur for an indefinite time.' The 
spread of the disease would be much restricted if patients suffer- 
ing from it fully realized that it is spread by means of the spu- 
tum, 7 * and took proper precautions to prevent its transmission. 
These consist in the use of a spit-cup or cuspidor containing a 
5% solution l0 ° of carbolic acid ; holding rags or gauze in front 
of the mouth and nose during coughing and sneezing, such cloths 
being immediately burned ; and the m boiling of handkerchiefs, 
sheets, night-clothes, and other garments soiled with the dis- 
charges, for at least half an hour. 

Yours very truly, (147) 
380 
Director Frank A. Field, 

Bureau of Health, 

Chicago, 111. 
My dear Dr. Field : 

On account of the rush, and various other matters, I neglected 
answering your letter of the 7th instant in regard to u the epi- 
demic of influenza. I suppose it is too late now for the purpose 
you desired, but to show you that my spirit is willing ,0 if the 
flesh was weak, I am going to write you anyway. 

As to the best method of preventing influenza, unfortunately 
the poor classes in" the community are probably not able to 
procure this preventive. I know of nothing better than good 
food and plenty of heat, to lessen the 10 ° liability to this disease. 
Warm clothing, keeping the feet warm and dry, in connection 
with good food and plenty of heat, are certainly the best m 
preventive measures. 
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I had hoped to stop in before this and talk over some other 
matters, but have not had time. However, I hope to "° do so 
within the next few days. 

Cordially your friend, (160) 
381 
Dr. Frank A. Field, Director, 

Bureau of Health, 

Chicago, 111. 
Dear Dr. Field: 

In answer to your letter regarding a circular on influenza to 
be distributed among the people, I append some thoughts that 
occurred u to me as perhaps presenting the matter in a form that 
may prove of use. 

Sincerely yours, 

1. Influenza is almost certainly an infectious disease K due to 
germs that are probably inhaled. 

2. The extensive prevalence indicates that the air of whole 
communities or all over the country becomes quickly 7i infected, 
but contagion is much more likely to result from direct contact 
of the well with the sick. 

3. Exposure to cold or wet and x0 ° fatigue, by causing conges- 
tions of the throat or lungs, and by lowering the vitality of the 
individual, seem to me important causes that predispose to m 
the infection. 

4. Any cause that would lead to colds or congested conditions 
of the throat and mucous membranes may act in the same way. 1 '* 
Among other things over eating and chinking, like fatigue or 
exposure, should be avoided. 

5. As practical means of reducing the liability to attacks 
may in be mentioned : 

a. Avoid all unnecessary fatigue and get a proper amount of 
sleep. 

b. Wear reasonably warm clothing suitable to the condition 
of the 20 ° weather. 

c. Avoid wet feet, and change shoes and other clothing 
promptly if necessarily exposed to wet. 

d. Be moderate in eating and drinking, and m all other condi- 
tions of life. 

e. Avoid close contact with those who are affected with in- 
fluenza. 

/. Keep the throat in a healthy condition by *• gargling occa- 
sionally with plain salt water, a teaspoonful of salt to a pint of 
water. 

The most important things are to avoid fatigue, cold, and "* 
exposure, and after these, contact with those suffering from the 
disease. (286) 

382 
Dr. C. S. Kimball, 

347 East Chicago Avenue, 
Chicago, 111. 
Dear Doctor : 

After going over the ground carefully, I have decided not to 
issue for distribution among the poor a circular on Influenza, 
as I * feel it would be useless, since even among the better class 
of people the necessary precautions are ignored. 

Regretting that I caused you trouble in 80 the matter without 
producing results, and thanking you for your co-operation, I 
remain, 

Very sincerely yours, (66) 
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Mr. James T. Caldwell, 

Melrose, Mass. 
Dear Mr. Caldwell: 

The following information will answer the questions you tele- 
phoned me to-day: 

(1) Hotel Jennings: Blower system, no radiators. Indirect 
heating and ventilation * throughout, with a system of humidity 
control and Johnson system of thermostat control. 

(2) Extension to Hotel Montclair : Blower system and some 
direct radiation. Radiators' where used are encased behind 
grilles. System of humidity control ; also thermostat system of 
heat control. 

(3) Kennedy library: Same as Montclair extension. 

Yours very n truly, (76) 



884 

Mr. Erastus Miles, 

Fond du Lac, Wis. 
My dear Mr. Miles : 

After going carefully into the practice of the best method for 
obtaining uniformity in the submitting of bids, I inclose the u 
result which I propose to attach to the specifications. Let me 
know of any ideas or criticisms which you may have. 

You will please note *° that I have made the following changes 
on the original drawings. Will you kindly make them in red 
crayon on all of your blue prints ? n 

Drawing No. 19, Stone in jamb between sliding and swinging 
doors changed to granite. 

Drawing No. 5, Dado main corridor changed from marble to 
limestone. 100 

Drawing No. 4, Stair rail changed from marble to limestone. 

Drawing No. 23, Staircase to third floor, change walls frqm 
limestone to hard piaster. 13 * 

Drawing No. 9, Window 313 to have cast-iron panel. 
Yours very truly, (140) 



886 

Mr. Harold Evans, 

Lehigh, Pa. 
Dear Sir: 

I have^received your letter of September 25, asking whether 
the Grant Clock Co. gave a guarantee with the clock which 
was * furnished to the City Hall tower. The contract for the 
furnishing and erecting of this clock was signed by the Grant 
Clock Co. on the M twenty-fifth day of March, 1909, with the 
following guarantee : 

" The party of the first part does hereby guarantee that the 
clock so furnished n and set up will run without variation of 
more than thirty seconds per month. This guarantee is made 
upon the express condition that the party 10 ° of the second part 
will care for and regulate the clock from time to time in a skillful 
and proper manner. 

" The party of the m first part further guarantees that the clock 
will be free from all defects for a period of five years." 

I shall be very glad indeed "° to be of any further service to 
you. 

Yours very truly, (161) 
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Mr. Abram W. Small, 

Colorado Springs, Colo. 
My dear Mr. Small : 

My superintendent called at your house, at 970 Main Street, 
last week and makes the following report to me : * 

" While of course I did not make any examination regarding 
strength of masonry, etc., still I looked over everything care- 
fully from roof to basement/ and I found the building badly 
in need of repairs. 

" The sash are all very loose and rattle badly, and in nearly 
every case one n light at least is cracked. 

" The basement entrance is in bad shape, but can be easily 
repaired without interfering with the main house. 

" On every 10 ° floor I found a settlement at the main bearing 
partition which runs from front to rear, almost midway between 
party walls. 

" In the basement I m found indication of settlement at outside 
wall, but could not see any evidence of cracks on outside of 
walls. 

" I did not see anything that uo would lead me to believe that 
any danger existed from these settlements at the present time. 
Of course, had I broken into both the center m partition and 
outside party wall at different points, I might find other condi- 
tions not now noticeable, but judging things as I saw them, it 
is 20 ° my opinion that the building will remain practically as it 
is, and without danger to occupants, for some time to come. 

" The floors in most m of the rooms have settled toward center 
partition." 

Hoping that this report will meet with your approval, I re- 
main 

Youre very truly, (247) 
887 
Mr. Martin V. B. WXatt, 

# Meadville, Pa. 

My dear Mr. Wiatt : 

The design which we have talked over, and which is expressed 
in the two drawings which I am having left at * the Eagle Club, 
carries out, I think, in a desirable way the conditions as laid down 
to you in the problem for the Meade Monument *° at Meadville. 
In its present size it will not only be something new in this 
country, but will, I think, make a very fine and Tf dignified monu- 
ment. 

The design consists of a series of columns set against a semi- 
circular or elliptical wall, in which fifteen bas-relief panels can 10 ° 
be set. In order to hold in and give a proper ending to the semi- 
ellipse two decorated piers, also flanked with columns, have 
been m put at the end. The whole is approached by several 
steps which lead up to the paved elliptical platform from which 
the bas-reliefs can 1 ' be seen. The two flanking piers offer 
admirable positions for two groups which might be added later, 
and which will stand out against the background in formed by 
panels of dark marble on which additional inscriptions could go. 

The feature of the design is that exactly thirty-two columns, 
the number * 00 of regiments in the engagement, form part of the 
scheme. 

The whole is to be built up of Indiana limestone with the 
lower part of 2 " granite. No wood, roofing slate, or other 
perishable materials are involved in the design. 
Yours very truly, (242) 
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Hews. T. M. Sharp & Co., 
Berkeley, Cal. 
Gentlemen : 

We regret we have had no reply to our letters of the 13th, 16th, 
and 23d, in regard to your overdue account, which * on January 1 
amounted to $71.50, this being the amount of your August, 
September, and October bills. As already explained to* 
you, the August account is five and a half months old, conse- 
quently entirely too far behind. As we wrote you in our pre- 
vious letters, Mr. 75 Brown reported to us on November 3 that he 
had met your Mr. Sharp, and that he had promised to send a 
check by the 10 ° end of the week. The time has passed and we 
have not heard from you. With the present small profits in our 
line of business m we cannot afford to give such long time. We 
regret to be obliged to write so often. 

Please give this your prompt attention, and oblige *• 
Yours very truly, (153) 



Mr. Theodore R. Reese, 

Bock Island, 111. 
Dear Sir: 

The car to which I referred the other day has been used for 
two months only, and not at all to any great * extent, and is 
one of the best in our shop at present. Every part of the motor, 
transmitting mechanism, and appurtenances is perfectly acces- 
sible from •• above, and by reason of the tilting body, may be 
reached without trouble or discomfort. The company which 
manufactures this car has two models of n this type — one, like 
that used by myself, a medium-weight touring car with detach- 
able tonneau, and the other, like the one I am offering 10 ° to you* 
The price I have put upon this car is much lower than I have ever 
seen a machine of its kind sold for. m 

Should you decide that you want a car of more power, I have 
at the garage machines that would suit the most exacting taste, 
and "• trust that you will favor me with an early call for inspec- 
tion. 

Yours truly, (164) 



890 

Mr. J. S. Morrison, 

Atchison, Kans. 
Dear Sir: 

It is not, as you may readily believe, a simple matter to 
establish a national telegraph service. Although you may have 
only lately * heard of the Telepost, it has been in preparation 
for a long time. In the first place, years were spent in patient 
experimentation until the" wonderful automatic apparatus 
«ras perfected. For more than a year it was subjected to the 
ftrdeal of commercial operation between two large cities. In ad- 
dition n to this, months were spent in the most difficult labora- 
tory tests that expert electricians could devise. Then, after the 
apparatus had proved its efficiency, more 10 ° months were spent 
in organizing the company and planning its work. Every detail 
was considered; every conceivable obstacle was provided 
against 
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It has occurred to m us that some of the difficulties of the 
undertaking may have presented themselves to you without 
the remedy. If this should be so, tell us ut what, in your opinion, 
can hold the Telepost back in its successful career, and we shall 
be glad to show you how those very obstacles in have been pro- 
vided against. If it should be that you can bring up some knotty 
point that has not been dealt with, we shall be *°° grateful for 
that also, as we cannot know about anything like this too soon. 
We presume that the reason we have not heard from you m 
with regard to this matter is that you are making an investiga- 
tion on your own account. Can we not help you ? We shall be 
glad *° to answer any question — or any fifty questions. 

We trust that your wholly commendable prudence in this 
matter will not deprive you of any of '" the advantages of an 
early subscription. In any case we look forward to the pleasure 
of hearing from you. 

Yours very truly, (297) 



891 

Mr. J. C. Jones, 

Hospital Steward, 

Walla Walla, Wash. 
Dear Sir: 

Your favor of the 31st instant is at hand, and in accordance 
with your suggestion we send you by mail, under another* 
cover, a sample of Linoleum to show the quality, and we likewise 
send you a couple of paper patterns showing two of the best 
selling i0 designs. 

It seems to us that the figured pattern is a very neat design, 
and probably would answer your purpose. There are no black 
and n white squares to be had. 

In regard to the laying of the Linoleum, it is laid exactly the 
same as any ordinary carpet, that is, 100 simply cut to shape and 
tacked down. It is recommended in laying the Linoleum that 
it should be allowed to fit itself to the floor m for a few days 
before it is tacked down. 

Awaiting your reply in regard to the matter, we remain 
Yours very truly, (147) 



392 

Professor Lyman Peirce, 

Meriden, Conn. 
Bear Sir: 

Your willingness to serve on the Advisory Committee for the 
Business Agency is a matter of pleasure and congratulation to 
the Union. 

Mrs." Pratt, Chairman of the Advisory Committee, has asked 
me to invite you to attend the first meeting of the Committee, 
in the nature of a ,0 very informal conference and tea, which will 
be held at the Union, Thursday, April 14, at half past four. She 
trusts that this date is n a convenient one for you. 

With the hope that you can be present on Thursday, April 14, 
and expressing the Union's appreciation of the co-operative ,fl 
spirit you have shown by consenting to serve on the Committee, 
lam 

Very truly yours, (116) 
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393 

Mr. Albert H. Shaw, 
Dover, N.H. 
Dear Sir: 

Id reply to your favor of recent date, I inclose herewith an 
illustration of our Twenty Payment Life Policy, which is espe- 
cially adapted * to the needs of those following a professional 
life. Under this policy, on a basis of 32000, your annual pre- 
mium would be $72," payable annually, semi-annually, or quar- 
terly. After the first year's premium has been paid you will 
receive annual dividends which will cut the " cost materially. 

In twenty years your payments cease, and you then have a 
policy for life all paid for, but upon which you will continue 10 ° 
to receive dividends as long as you live, so that instead of paying 
all your life for protection, as is the case with many policies, 131 
your protection is paid for in twenty years, and after that time 
you will have a steady income. 

The illustration shows the Cash Values, Participating li0 
Paid-up Insurance, Extended Insurance, Cash Loans, etc., all of 
which are guaranteed under Massachusetts Law. 

Thanking you for your courtesy in replying to ,w my note, 
and trusting that after careful consideration I shall hear from 
you further, I am 

Respectfully yours, (193) 
394 
Professor James Norris, 
Smith College, 

Northampton, Mass. 
Dear Professor: 

We have been asked by one of the faculty of a leading Uni- 
versity if our work among college professors is inspired by the * 
belief that they are credulous, because they have comparatively 
little business experience. 

As a matter of fact we are presenting our proposition to promir 
nent members ,f of the educational world because they seem 
able to start from a given point and think in a straight line to a 
logical conclusion. 

The " work of a college professor gives him a mental training 
not vouchsafed the average business man and thus he learns to 
get right at the 10 ° root of things and apply the test of sound 
reasoning. \ 

That is all we ask. 

Any man who investigates our company critically and dis- 
passionately is m bound to be convinced that our claims are 
literally true. 

There are no mysteries — nothing is concealed. Every trans- 
action, every deed, every scrap of paper li0 connected with the 
enterprise is available for examination by any responsible person. 

The capitalization is conservative, the management compe- 
tent, and the smallest shareholder fully protected. 17i The Board 
of Directors is composed of men of the highest standing who have 
made large cash investments in these bonds on equal terms 
with "• every other shareholder. 

The estimated profits may seem difficult to realize, but you 
already know that they are not without ample precedent. 

Up to date m we have interested nineteen college professors solely, 
because their investigations showed the enterprise to be sound. 
Their action need not influence you except in so M0 far as it war- 
rants such investigation as you can make without inconvenience. 

We have offered just two hundred of the 3500, 6 % m 
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first mortgage, 20 year gold bonds of the company at $600 each, 
and accrued interest from December 1, 1906 with a m bonus of 
80% of company stock. 

At this date only 140 bonds remain unsold, and immediate 
action is necessary for those who m want to participate in the 
offering. 

Yours very truly, (334) 
396 
Mr. G. A. Raynor, 

Pine Bluff, Ark. 
Dear Sir : 

We beg to acknowledge the receipt of your esteemed favor of 
the 9th instant, and to thank you for the order which it * contains 
for one copy of "Meaning and Practice of Commercial Educa- 
tion." We are referring the matter to our order department, 
and the book will be i0 sent to you immediately. 

We take pleasure in inclosing herewith a descriptive circular 
of the books already published in our commercial series, and we 
trust w that some of them will prove of interest to you in connec- 
tion with your work. 

We remain 

Yours very truly, (95) 
( 396 

Mr. Eli G. Hoyt, 

Massillon, Ohio. 
Dear Sir : m 

We people here at 54 Summer Street have a very hearty and 
sincere appreciation of cash customers. On looking over our 
shipping * tickets, we find that you favored us last year in your 
Christmas shopping, ' and beg to advise you that we are in an 
unusually good •• position to help make your shopping this year 
easy, economical, and satisfactory. 

We have recently added a new department of Drawn Linens; 
and this, together n with new things in our China, Lacquer, 
Brass, and Bronze, and various other departments, makes our 
stock so varied and interesting that it will be' 10 * a pleasure for 
you to see it whether you purchase or not. 

We very much hope to have the pleasure of serving you, and 
will m endeavor to satisfy your every want. 
Yours very truly, (134) 
397 
Messrs. Huey & Adams, 

Attorneys-at-Law, 
Butler, Pa. 
Gentlemen : 

Regarding the suit now pending, Jules Verner vs. Brigg & Co., 
I would ask that you kindly defer proceedings until the 20th 
instant. Owing u to the illness of a member of my family who 
is now at Spring Lake, I shall be compelled to be out of town on " 
Thursday of this week. In the meantime, however, I would ask 
you to make investigation along the lines already set forth, and 
thinking that perhaps n you may find the inclosed papers, 
which I ran across by accident yesterday, of some use in the 
matter, I send them herewith. 

Should anything 10 ° of moment come up this week, telegraph 
to my business address and they will forward all communications 
to me. 

Thanking you in advance, and trusting m that I am not seri- 
ously inconveniencing you, I am 

Sincerely yours, (135) 
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398 
Messrs. Tilden, Moss & Co., 

Manitowoc, Wis. 
Gentlemen : 

Our shipments have been delayed to such an extent and the 
railroads have been so slow in getting the cars here that we are * 
completely out of iron. It is provoking to see cars come in for 
others, and to know they were not nearly so long on the 8Q road 
as ours. 

The car you stated you gave to the C. & N.W.* road last 

Thursday ought to have been here Saturday, but " there is no 

telling when it will arrive. The railway people say they have 

J telegraphed, and that is all there seems to be done. Can 10 ° 

you spur the Freight Agent up at your end ? 

Yours very truly, (112) i 



399 
Mr. Andrew M. Heath, 

Bayonne, N.J. 
Dear Sir: 

There never was a thing so good that it could not be improved. 
Times are good now — everybody is prospering ; but if you * 
were shown a way to make times better, it would interest you 
just the same. Now wouldn't it? 

We have a plan which has produced i0 better times — bigger 
incomes — for a lot of people, and I should like to tell you about 
it. May I have the pleasure? 

I am '* not going to ask you to spend even a two-cent stamp 
on it, or even a penny for a postal, for I inclose a 10 ° postal for 
your response. Therefore if what I have to tell you does not in- 
terest you, there will be nothing lost. 

Now may I have m a few minutes of your time ? If I may, 
please fill out the postal and mail it at once. If what I tell you 
is uo interesting, it will lead to further correspondence; if not, 
it may drop right there. 

Not much of a chance to take, is it ? Try it." 1 
Yours sincerely, (177) 



400 

Mr. Edward Salt, 

411 Main Street, 

Cedar Rapids, Iowa. 
My dear Sir: 

As it is impossible for a candidate to meet personally all the 
voters, I take the liberty of addressing you by letter * in behalf 
of my candidacy for Mayor of the city. 

The election on Tuesday next, December 10, will decide mat- 
ters of far more importance than i0 the party affiliation of the 
man who shall sit in the Mayor's chair for the next two years. I 
have been nominated by the Republican n party, but my candi- 
dacy is receiving the hearty and enthusiastic support of citizens 
of all parties who are interested in changing present conditions 
at City 100 Hall. 

I stand squarely upon my platform made public when I ac- 
cepted the nomination, and will continue to do so ; namely, 

An honest administration in m the interests of all the people, 
poor and rich alike. 

* C. 4 N. W. - Chicago and Northwwtera. 
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The application of sound business methods in handling the 
city's business. 

A dollar's value for 1S0 a dollar spent. 

I shall not attempt to build up a personal machine. 

I shall not be a candidate for re-election. 

No one employed by 178 the city who is doing an honest day's 
service need have anything to fear from my election, irrespec- 
tive of his political affiliations. 

The finances of ao ° the city are in a deplorable condition. 
Waste and extravagance have brought our city near to financial 
insolvency. My honest endeavor shall be to restore "• to the 
city the reputation which she formerly enjoyed. 

As a citizen of Cedar Rapids from my birth, and deeply in- 
terested in her welfare and M0 in the welfare of her citizens, I ask 
your support at the polls on Tuesday next, not on any partisan 
grounds, but because the best "* interests of our city demand that 
the present administration shall be replaced by one which will 
stand for honesty, fair dealing, and absolute protection to "* the 
rights of all her people. 

As a voter you have no more important duty to perform than 
to cast your ballot for the interests ■* of your city. If you 
honor me with your vote, and if my election is made certain, my 
sole ambition shall be to give to "° Cedar Rapids an administra- 
tion of which her citizens will not be ashamed. 
Very truly yours, (365) 



401 



Mr. 



J. Robert McAldridge, 

Parkersburg, W.Va. 
Dear Sir : 

We note with interest your kind favor of the 1st instant. 

We are now getting out some small traveling cases in which 
ten 2 * office filing cabinet apartments or files may be carried. 
These will enable you to take on a journey material which may 
be required in connection 50 with your business while away. If 
you are preparing an address on short notice, memoranda, clip- 
pings, and notes already collected on the subject can be n put in 
the traveling case and reviewed on the trains, or after you have 
arrived at your destination. 

We believe you would find such a 10 ° case invaluable in con- 
nection with your office, and shall be pleased to quote prices 
upon receipt of your request. 

Hoping to have the pleasure of m serving you frequently h> 
the future, we remain 

Yours very truly, (136) 



402 

Messrs. E. V. Price & Co., 

Council Bluffs, Iowa. 
Gentlemen : 

Our line of buttons for next Spring has been colored and the 
weaves and effects incorporated in the making, from the very 
fabrics now M being shown and sold by the different mills. 

This has never before been accomplished, and our offerings 
therefore are unusually good, and distinctively in harmony ■• 
with the goods that will be made up. 

Very truly yours, (61) 
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403 

Mr. H. H. Nelson, 

Lansing, Mich. 
Dear Sir: 

We are this morning in receipt of your order through Mr. 
Morrow, for which you have our thanks, and which we have 
entered u on our books. 

We regret, however, that we do not see our way clear to send 
these goods on open account. You will remember that* the 
last time we sold you in this way, although the account was 
small, the payment of the bill was very much delayed. Numer- 
ous promises * were made by you which were not fulfilled, and 
finally, eight months after the goods were shipped, we placed the 
account in the hands of 10 ° our attorney for collection, and in 
the course of two or three more months, we got the money. 
The present small profits in our line m of business do not warrant 
our conducting it on this basis, and we regret therefore we can 
sell you for cash only. We inclose herewith uo memorandum 
bill, and on receipt of your check for the amount, less 1% for 
cash, we shall be glad to ship the goods. in 
Yours very truly, (178) 

404 
The Ladnor Observatory, 

East Liverpool, Ohio. 
Gentlemen : 

For all scientific, experimental, and laboratorial work, Standard 
Stop Watches or Chronographs will render accurate service. 
They are the only ones made anywhere in * the world at as 
low a price — $7.50. No other at any price is fully guaran- 
teed, and Standard Chronographs are the only" ones manu- 
factured in America. 

The accompanying booklet illustrates the various styles for 
those desiring more elaborate cases than the silverode, which 
wears like silver, and n which is furnished on the $7.50 model. 

As you are aware, their sphere of usefulness in scientific work is 
unlimited. If you 10 ° appreciate this guaranteed Chronograph 
at the price, may we send you one ? We know you will use more 
in the future for your various branches m of work. If you will 
fill out and return the inclosed card, we will deliver one to your 
office. ' 

Your kind acknowledgment of the booklet ll ° would be appre- 
ciated. 

' Yours very truly, (166) 



405 
Dr. William J. Bowers, 

Chief Physician, General Hospital, 
Schenectady, N.Y. 
Dear Sir: 

I acknowledge receipt of your favor of the 5th giving me 
statistics of tuberculosis in your institution. 

What is the number of glass * pavilions that we can use for 
male tubercular cases ? My intention is to build kiosks in Frank- 
lin Park and take there all cases that would •• be benefited by 
open-air treatment. This would greatly decrease the number of 
cases in the tubercular wards, and something definite could 
then be commenced n in the way of a tuberculosis dispensary. 
Yours respectfully, (84) 
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406 

Mr. George Strieker, 

Topeka, Kans. 
Dear Sir: 

We thank you for yours of the 19th regarding fixtures Noe. 
220 and 230. You speak of the arches w and brackets being 
made of iron, then brass plated. This is perfectly satisfactory. 
We desire to inquire about the band, which you say would be " 
of soft copper. This should also be brass plated, and the entire 
fixture should be sand-blast finish. As you do not mention the 
plating " on the band, or the sand-blast finishing, we wish to 
ask if you will furnish the fixtures finished in this way. 

You also say 10t that the 50 per cent discount applies to metal 
work only. Are we to understand that your list price does not 
include the glassware? 

Kindly m quote us net price for everything complete. 
Yours very truly, (135) 
407 
Mr. James H. Kimball, 

' Dubuque, Iowa. 
My dear Mr. Kimball : 

As practical shorthand writers, engaged in court reporting,, 
you and I both realize the amount of work necessary to become 
competent.* We also know the value of suggestions, from those 
who have attained the ability which you now possess, to the 
young men and women earnestly " endeavoring to become real 
shorthand writers. Feeling that you are willing to help others 
by your experience, I am emboldened to make the request con- 
tained n herein. 

I do not know whether you know our publication, " The Short* 
hand Reporter," or not ; but I want you to know it and to realise 111 
the objects of the publishers. It is our honest, earnest endeavor 
to help shorthand writers through this medium. Aside from this, 
we believe that we m should have a magazine devoted to the higher 
branches of our profession, and we have endeavored and are en- 
deavoring to make "The Shorthand Reporter "such 1 * a periodicaL 

Will you not contribute something for our columns, . either 
along the lines suggested, in the way of encouragement' to others, 
or advice to in those who wish to be something better than the 
ordinary stenographer? Possibly, too, you have had ludicrous 
experiences in court, and if you have, won't m you let the rest of 
us laugh with you ? I assure you I should appreciate it. 

I regret to say that we are not able Mi to pay cash for the 
articles; but, in return for your kindness in sending such an 
article, or articles, I shall be glad to place uo you on our list for 
a year's subscription. May I not hear from you — and, I hope, 
with an article ? 

Yours very truly, (273) 
408 
Messrs. Cook, Hill & Co., 

Louisville, Ky. 
Gentlemen : 

Referring to the matter of fire insurance policies covering our 
Louisville offices, which expire December 31, 1908, and which 
you have been u looking after for us, we would say that owing 
to a business arrangement we have decided to place this insur- 
ance through another channel. We regret 80 very much that 
such an occasion has arisen, as you have always attended to out 
affairs in a very satisfactory manner. 

Yours very truly, (74) 
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409 

Miss Amanda Hood, 

Portland, Maine. ' 

Dear Madam: 

As so many of our loyal friends and patrons have requested 
us to add silk waists to our establishment, and as it has w be- 
come necessary to give more selling space to our rapidly grow- 
ing piece silk and silk skirt business, we have decided to open a 
waist store,* to occupy the entire second floor of our new build- 
ing on Main Street. 

In this department we shall carry the latest European and 
American conceptions n in Silk, Linen, and Lawn Waists, at the 
very lowest wholesale prices. All the silk skirts have been 
transferred from the silk store on the 10 ° fifth floor to the new 
waist store on the second floor. There will be special price 
inducements on both floors during the opening week, February m 
lto6. 

Thanking you for your favors in the past, and hoping to merit 
their continuance, we beg to remain 

Yours very truly, (149) 

410 

Mr. Stanley S. Mulford, 

Stamford, Conn. 
Dear Sir : 

There is very little to add to Saturday's letter. The market 
was higher in the morning, but the rally did not hold. Wall ** 
Street is disposed to wait and hear what Mr. Taft and Presi- 
dent Roosevelt have to say in their forthcoming speeches. 
Mr. Taft's talk is already* known and has been discounted, 
though of course the big interests could use it as a pretext either 
for another jab or for a rally, 15 as they see fit. The only argu- 
ment I can see against rising prices is that the word has been 
passed around the Street that the 10 ° worst is over and stocks 
can be bought. As a rule, when information like that is passed 
around, it proves correct provided people don't act m on it ; 
but if outsiders do act on it, prices go in the opposite direction. 

Pacific Mail is a good speculative investment at present 
prices, 1 ** as the subsidy bill has an excellent chance in the next 
Congress. But for that matter there are several low-priced 
stocks which have been in more than cut in half in the past year, 
and are now on the bargain counter. Think of Denver * near 20, 
Gen. Lea. 17, P.' 00 S. Car, whose statements show 20% net earn- 
ings, at 25, Int. Met. pf d. near 25 ; and there are others propor- 
tionately low. m 

U. P., Rdg., Amal., the Hill stocks, So. P., Atch., are among 
the best of the active issues to buy on every drive. B. R,* # T. 
is good. 

Yours very truly, (256) 

411 
Mr. D. G. Wolff, 

Logansport, Ind. 
Dear Sir: 

I have not heard from you in acknowledgment of the cata- 
logue sent some days ago, but I trust that it reached you safely * 
and has had your attention. 

* Denver -Denver A Rk) Grande, Rdg. -Reading, 

Gen. Lea,— Central Leather, Amal. — Amalgamated Copper, 

P. S. Car- Pressed Steel Car, So. P. - Southern Pacific, 

Int. Met. — Interborough-Metropotttan, Atch. — Atchison, Topeka A Santa Fe, 

U. P. - Union Pacific, B. R. T.- Brooklyn Rapid Transit. 
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Id your consideration of the matter of taking up the study 
of touch typewriting under our instruction, let me ask" you 
not to underestimate the results we are accomplishing. The 
Williams Course has met with most remarkable success. 
It has brought the mastery of the 7 * real touch writing to 
hundreds who had tried to master it and failed by ordinary 
methods. It has made its users the fastest writers in 1M the 
world. 

There are points in the Williams Course which are not to be 
found in any other book or system of instruction. They are "* 
the points which make the difference, — the points which bring 
success where others fail. I have been working on this course 
for seven solid years : U0 bringing in this new point, that new 
point; asking help from graduates; studying all kinds of 
machines ; watching the work of my students to see in where I 
could help them more : working, thinking, planning, to make the 
course perfect. 

The result I offer you for twenty dollars, — a small amount ao * 
indeed compared with the value of the results it brings. If 
accuracy means anything; if speed means anything ; if increased 
earning power means anything ; the m course is worth ten times 
that much. 

If there are any questions you would like to ask before decid- 
ing to enroll, be free to write **° to me. But don't put off the 
decision without good reason. The sooner you begin work on 
the first lesson, the sooner you will be' 7 * using the Williams 
Touch System in your daily work. 

Very truly yours, (287) 
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Mr. John A. Gordon, 

Mobile, Ala. 
Dear Sir: 

I inclose deed of the real estate belonging to your late father, 
which has been executed by your brother, and I suggest that ** 
you and your wife sign the deed and return it to me. I 
do this in order that if a prospective purchaser appears, 
the conveyance* can be made quickly. This deed, when re- 
turned to me, will be held in trust until the property can be 
disposed of. * 

The time has * come for a distribution of the estate, but it 
seems to be very difficult to sell the house. We have been try- 
ing for six months, 100 and during that time the house has been 
'vacant. It appears to be difficult either to rent it for a fair 
value or to sell m it. Your sister thought of taking it at $3100, 
but she fears it would simply be an expense to her. The prop- 
erty 1 * is mortgaged for $2200. Under the circumstances it 
seems best that a partial distribution of the estate be made and 
that the 1T * balance be held, in order that the interest, taxes, 
etc. may be paid until the real estate is disposed of. 

If you agree to ,0 ° this proposition, I will at once send you a 
check for $500 or $600 on account. 

You need not acknowledge the 13 * deed; simply sign and 
have your wife sign in the presence of witnesses, and return 
tome. 

Yours truly, (244) 
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413 

b. Nelson O. Speers & Co., 
Davenport, Iowa. 
Gentlemen : 

Our Mr. Wingood informs us that you have a horizontal 
boring machine to bore eight or ten holes at once. We are 
manufacturing table * tops, and this machine would greatly 
facilitate the work of boring holes in the frames which we put 
around the tops. We should want the *° bits so arranged that 
they could be set close together or wide apart; however, 
the usual distance would be about seven inches between bits. 

We n should be glad to have a detailed description and price 
of the machine. Yours truly, (90) 

414 
Mr. William Walton, 

Muncie Business College, 
Muncie, Ind. 
Dear Sir : 

The President of the Central Commercial Teachers' Associa- 
tion says the great need of commercial schools is modern business 
methods in the school office u and in the class room. 

I am the leading authority among business men on "How to 
write Letters that Pull." McClure's Magazine recently paid 
me " $40 for a single letter. The Harrah & Stewart Manufac- 
turing Co. of Des Moines has just paid me $125 for n a small 
booklet and six letters. The Hamilton Autographic Register 
Co. of Hamilton, Ohio, is paying me $100 for a small booklet 
and li# four letters. Lyon and Healy recently paid me $100 to 
instruct their correspondents, etc., etc. 

You probably haven't the ready cash w to pay for my personal 
services at these rates, but I will make this offer : Put in my text- 
books, which are beyond a question 150 the most effective and 
businesslike ever published, and I will give you or one of your 
teachers my Complete Training Course in Advertisement Writing, 
with "* first $25 order, and with the next $50 worth of book 
orders I will, give you the best general catalogue material and 10 ° 
series of three follow-up letters I can write. 

Remember, not one cent of charge — your pupils pay your 
advertising bill. 

Indicate your order at ** once on the inclosed card for future 
delivery, and you can get the instruction course and advertising 
matter without delay. ^^ ^^ ^ 

415 
Messrs. Henry W. Yates & Bros., 

Austin, Tex. 
Gentlemen : 

As we have not received a reply to our letter of November 15, 
we presume you received our catalogue, "Catalogue Filing and 
Buyer's Systems," 26 mailed to you, at your request, on No- 
vember 12, but that you have not definitely decided how it could 
be applied to the filing of *° your catalogues. 

"Permit us to suggest that you give it a proper test in your 
own office, and thus prove conclusively in your own mind n 
that it is all we claim for it. 

Please read our letter of November 15 again. What is there 
that catalogue filing should accomplish that 10 ° our filing does not 
accomplish? Is it a matter of price? Tell us please why we 
have failed to interest you, for we are sure m we can overcome 
any catalogue problems that ever arose. 
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Any outfit you may select will gladly be sent on approval, 
that you may try it "° out; and if it is not found satisfactory, 
you may return it at our expense. 

Yours very truly, (168) 

416 

Mr. Charles S. Davis, 
Peoria, 111. 
Dear Sir: 

I have the honor to inform you that your name has been pre- 
sented for membership in the National Qeographic Society, and 
take pleasure u in sending you herewith information as to the 
purpose and work of the Society. Organized in 1889, and 
having for its object the *° increase and diffusion of geographic 
knowledge, its membership includes many distinguished men, 
among them the President of the United States, the Vice Presi- 
dent, the only n living Ex-President, members of the Supreme 
Court, Senate, and House of Representatives, Ambassadors and 
Ministers of foreign countries in the United States, and Ambassa- 
dors 10 ° and Ministers and Consuls of the United States in foreign 
countries, as well as men and women distinguished in educa- 
tional and economic work, in commerce, 12 * and in the great 
industrial and business enterprises of the country. 

The geographic information collected by the Society reaches 
its members through a monthly magazine "° distributed free of 
charge to Members of the Society, and through a course of ad- 
dresses delivered in Washington, by distinguished geographers, 
scientists, and men in m official positions, which are published 
in the Magazine, and thus reach all of its members wherever 
located. I inclose herewith a list of the addresses a0 ° now being 
delivered before the Society in Washington, which will indicate 
the character of the subjects discussed, and the distinguished 
body of men upon whom m the Society is able to draw for dis- 
cussions of current subjects pertaining to geographic and inter- 
national affairs. 

Persons becoming members during the present month will ut 
be supplied with the Magazine for October (including the Panama 
map), November, and December, 1907, and for all of 1908. 

The membership fee w * of the Society is $2 per year, with no 
entrance fee. If you desire to become a member, will you kindly 
fill out the * 00 inclosed blank and return it to me at your earliest 
convenience ? 

Very truly yours, (314) 

417 

Dr. J. Walton Elder, President, 

Board of Managers, Bellevue Hospital, 
Trqy, N.Y. 
Dear Sir: 

During your absence I wrote Mr. J. K. Barton, Superintendent 
of the Methodist Episcopal Hospital, after a personal inspection, 
that, provided they would u make certain changes in their iso- 
lation wards, and provided no spread of contagion occurred, we 
should be glad to renew the contract with them under *° the same 
terms as last year. 

I made the statement to you, after a visit some six months 
ago, that the isolation rooms opened on n the same corridor 
on which the general wards of the hospital opened. In this I 
was in error, as the general wards are on the t0 ° floor below tht 
isolation wards. 

Very truly yours, (108) 
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418 
Mr. Wallace E. Metcalf, , 

Rhode Island Business College, , 

Woonsocket, R.I. 
Dear Sir: 

The demand among commercial teachers for a standard and 
complete phonographic dictation outfit to assist students in in- 
creasing their speed in stenography and u typewriting has led us 
to design the complete outfit described in the attached circular. 
We have prepared school contracts by which we can allow 
you *° 25% discount on the purchase price of this special outfit, 
or charge you only $20 per year rental, provided the entire ™ 
outfit is used for instruction purposes only. 

These prices and terms you will recognize are calculated to 
encourage the use of the Edison Business Phonograph 10 ° in 
commercial schools as a personal assistant to instructors. Our 
reward will consist principally in having the commercial student 
understand the advantages of our perfected m system. 

It will be very kind of you to advise us further in regard to 
your wishes in purchasing or renting this outfit. 

Yours truly, (150) 
419 
Charles W. Smith, Esq., 

Pawtucket, R.I. 
Dear Sir: 

The "Cyclopedia of Applied Electricity" is as necessary to 
you as a pair of pliers is to an electrician. It is one thing " to 
make such a statement; it is another thing to prove it, especially 
when it taxes the pocketbook. 

We not only make such a* statement; we stand ready to 
prove it by sending you, free for inspection, a set of this great 
work. If you do not find the 7 * Cyclopedia as represented, re- 
turn it at our expense. 

We employ no agents; the "Cyclopedia of Applied Electric- 
ity" needs no agent. It will sell itself, because 10 ° it is a work 
needed in every nome, in every shop, in every office, by every 
man, whether an electrician, a business man, or a "* young man 
desirous of becoming either. 

There is nothing that contributes so much to the success and 
pleasure of all classes of people as electricity. 1 * If you do not 
use or are not interested in the electric light, the electric bell, 
the telephone, the electric car, or some of the 175 hundreds of 
other applications of electricity, you have no use for the " Cyclo- 
pedia of Applied Electricity." If you do use and are interested 
in any 100 one of these, you need the "Cyclopedia of Applied 
Electricity," and we want to send it to you for inspection at 
our expense. It will S2S speak for itself. 

Should you desire to retain the set after examination, send us 
$2 at once and $2 per month thereafter until M0 you have paid 
$14.80 — less than one half the regular price. 

We have shown our confidence in the work by making this m 
•fler. Will you not show your interest by sending for the 
books? 

Yours very truly, (290) 
420 
Messrs. Todd & White, . 

Akron, Ohio. 
Gentlemen : 

In going over your account we find to our regret that you have 
not favored us with any orders for some time, and we * take the 
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liberty of asking whether this condition is due to lack of atten- 
tion on our part. It is our aim to satisfy our friends *• and 
customers, and to try to retain their good will and respect. 

We should be pleased to hear from you when you are in the n 
market for anything in the Ivory Button line. 

Our new collection for the coming spring and summer season 
is now ready. We are pleased to 10 ° state that it contains the 
largest variety of attractive novelties we have ever shown, and 
we are prepared with our complete and extensive line of m colors 
to match all the extreme shades in woolens shown this season. 

Upon your request we shall be pleased to send you a set 
of M0 samples, express prepaid, and trust tyou will reserve some 
of your valued orders for us. 

Very truly yours, (168) 
421 
Mr. George Montgomery, 

Duluth, Minn. 
My dear Mr.'Montgomery : 

I wrote you some time ago inviting you to become a Life 
Subscriber to Success Magazine at a special price of w $5, in 
consideration of your agreement to answer questions which we 
might send you from time to time upon matters of editorial 
policy. Up *• to the present time it does not appear that you 
have replied to my letter. I do not wish to be at all over- 
urgent w in thisnnatter, but it has occurred to me that you may 
have been away from town when my letter was received at your 
home, 100 or that for some other reason it may have escaped your 
attention. I therefore write again to ask you to let me know 
if you m wish us to hold the opportunity open for you longer. 

In order that you may not overestimate the amount of " ser- 
vice " that we shall ask m of our Life Subscribers, I inclose here- 
with a copy of the first letter with accompanying questions, sent 
out to Life Subscribers under date of September in 10. This 
will give you a very good idea of the kind of information that we 
want from' our subscribers, and you will see from 2C0 this letter 
not only the value of the service to us, but the comparative 
ease with which it can be given by you. ' 

As I m do not wish to be unduly persistent, I shall not trouble 
you with further letters, nor hold the offer open after October 1. 
if I ^ do not hear from you by that time. 

Very sincerely yours, (261) 
422 
Hon. Isaac P. Knight, 
Aurora, 111. 
Dear Sir: 

The case of Barret, Adms.* vs. Carpenters 9 Relief Fund Asso- 
ciation may be reached within a few weeks. I have prepared 
interrogatories to the* defendant for the purpose of bringing 
our proof of certain formal matters', and among them the matter 
of payment of assessments and dues. If the *° answers are satis- 
factory, it may not be necessary to bother with receipts, etc. I 
think you wrote me once that most of the receipts had 7 * been 
lost. If the administrator has the last receipt, I think it would 
be wise to have it forwarded to me. 

I suppose the real x0 ° contest will be over the age of Robert 

McCoy. What evidence have we on that score ? Do you know 

where he was born and whether m or not there was any record of 

his birth? Any suggestions along that line will be appreciated. 

Yours very truly, (145) 

* Admi."* administrator. 
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423 

Messrs. William Wise & Son, 

Mt. Holyoke, Mass. 
Gentlemen : 

We are in immediate need of one Automatic Fire Door, which 
will run on ways in a manner very similar to the one shown ** 
in the sketch you recently sent us, and which we are inclosing 
to you. You will note that the doorway or opening is exactly * 
y 8" square. There is a framework of wood 2\" thick, fitted into 
the brickwork. Also on top, as I n have shown in sketch, there 
is a wooden arch 19" high in the center. The brick wall is 12" 
thick for a distance IQ0 of 12" above the wooden arch, where it is 
8" thick. , 

We believe we need a door similar to the one you describe, m 
and with the automatic arrangements for shutting which the 
sketch shows. This door would have to be opened and closed 
several times each day. 

Please "• advise us by return mail, price of this door and fit- 
tings, and how soon you could make shipment. 
Yours very truly, (171) 
424 
Mr. J. C. Field, 

Oakland, Cal. 
Dear Sir: 

It has happened often, that one with a more or less limited 
source of income upon which to draw has amassed a great" 
fortune by his quick discernment of the vast importance of some 
new scientific discovery or invention. 

The last quarter of a century has produced no* invention 
that has so wide and so varied a commercial field as that pre- 
sented by the Telegraphone.* 

This instrument is no less a wonder now n than the telegraph, 
telephone, and phonograph were to those who witnessed their 
first performances, and in truth, it supplements and extends the 
utility of all 100 three of these instruments. The American 
Telegraphone Co. owns the patents and controls the manu- 
facture of this newest marvel — soon to become a common- 
place 12 * necessity in modern life. Thus an investment in its 
-stock is as safe as things human can be — as safe and as profitable 
as telephone m stock in its early days. 

We wish you could come and see the Telegraphone in opera- 
tion, or would send some friend of yours who lives l75 in New 
York and upon whose judgment you can rely. It would be a 
convincing experience. 

In any event let us send you at once M0 the illustrated booklet 
•described on the post card which we inclose for your convenience 
in replying. 

Yours very truly, (219) 
425 
Mr. Eugene Orth, Secretary, 

The Central Shorthand Teachers 9 Assn., 
Decatur, 111. 
Dear Sir: 

We learn that the meeting for the Central Shorthand Teach- 
ers' Association for 1908 will be held in Chicago, and in the 
names * of the teachers in the public commercial schools, and 
with the approval of the authorities, we extend a cordial invita- 
tion to have the sessions in •• the High School building. 

•Telegraphone— an apparatus for reproducing the human voice, depending 
noon magnetism for its operation. 
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In extending this invitation, we beg to call the following 
facts to your attention : 

(1) The building is centrally located, within n easy reach of 
the hotels and railway stations; (2) there are ample and well' 
appointed assembly rooms, exhibition rooms, committee rooms, 
etc. ; (3) the Association >0 ° can render a fine service to public 
commercial education by meeting under our auspices; (4) the 
acceptance of our invitation will tend to a better m understand- 
ing between private and public commercial schools, and will be 
a recognition of the interests of the public commercial school 
teachers by the Association. 

Should uo you accept our invitation, we shall be pleased to do 
all in our power to make the forthcoming session memorable. 
Sincerely yours, (172) 
426 
Mr. RusseU S. Wise, 

Naugatuck, Conn. 
Dear Sir: 

We have pleasure in mailing you a copy of the 1908 edition 
of our "Statistical Tables." We have published these booklets 
annually * for the past twenty-five years. 

We also inclose herewith a copy of our eight-page circular 
entitled "Investment Securities yielding about 5%*° to 6$%.* 
The accompanying list of quotations gives the prices at which 
we are offering the securities, subject to sale. 7 ' 

In our judgment, these investments are to be regarded as* safe 
and conservative, and suitable for the requirements of the most 
discriminating investors. The properties 10 ° are under the super- 
vision and management of conservative men, some one of the 
members of our firm being a director in most of the companies. 1 * 

When normal conditions are again established in the secur- 
ity markets, we are confident that these investments will partici- 
pate, to the fullest extent, in the higher uo range of prices which 
may then be expected to prevail, and they are, therefore, to be 
regarded as among the most attractive investments available 
*t in the "bargain prices" now ruling. 

The subject of investments is becoming a familiar topic of 
discussion in the homes of all prosperous people. This is*" 
doubtless due, in a measure, to the exceptional investment oppor- 
tunities now available, and which are not likely to be offered 
again in a lifetime. 

The m proper selection of investments by the average indi- 
vidual depends more upon the character and efficiency of the 
organization of his investment bankers than upon any ZM other 
thing. The appreciation of this fact has been responsible for 
our policy in aiming to get in close touch with-people of small 
or m moderate means, to whom the primary consideration must 
always be the safety of their capital. 

As members of the New York Exchange, we execute orders ,M for 
all listed securities, our charge being the fixed rate of one eighth 
of one per cent for each transaction, based on the par value. 1 " 

We also execute orders covering all unlisted securities, and I 
our Statistical Department is prepared to furnish accurate infor- 
mation regarding any security which you may wish* to investi- 
gate. Communications addressed to us upon any of these sub- 
jects will not only receive prompt attention, but will also have 
the benefit of our i7B comprehensive organization. We hope that 
you will command our services fully in case you have funds not 
earning a rate of interest commensurate with present 419 conditions. 
Yours very truly, (404) 
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427 

Mr. A. C. Cummings, Chief, 

' Bureau of Health, 

Los Angeles, Gal. 
Dear Dr. Cummings: 

Kindly let me have the following information, taking the 
figures for the year 1907: 

(1) The percentage of negative findings from u throat cultures 
from cases in which the clinical diagnosis was diphtheria. 

(2) The percentage of positive findings from throat cultures 
from cases in which the *° clinical diagnosis was not diphtheria. 

(3) The percentage of negative findings in specimens of spu- 
tum in cases in which the clinical diagnosis was tuberculosis. 

(4) 7I The percentage of positive findings in specimens of 
sputum in cases in which the clinical diagnosis was not tubercu- 
losis. 

Very truly yours, (97) 

428 

Mr. Edward S. Eaton, Jr., 

Ansonia, Conn. 
Dear Sir: 

If you are contemplating a trip for the holidays, we respect- 
fully call your attention to the excellent facilities of the Balti- 
more & Ohio * Railroad, familiarly known as the "Royal Blue 
Line/ 1 from New York to Philadelphia, Baltimore, Washington, 
Pittsburg, Columbus, Cincinnati, Louisville, St. Louis, and Chi- 
cago. 

The excellent ■• terminals of this line in New York City at 
West 23d Street and Liberty Street are most convenient for 
both the train and the n boat service from New England points. 
Passengers entering Grand Central Station have through street- 
car connection with 23d Street Terminal from 7.30 a.m. 101 to 
7.00 p-m on week days. The piers of the New England boat 
lines are in close proximity to Liberty Street Terminal, and m 
the perplexing features and fear of expensive transfer between 
stations is entirely removed. 

The through train service of the Baltimore & Ohio Railroad 
is particularly *• commendable for the excellence of its equip- 
ment of modern coaches, Pullman Sleeping Cars, and Observation 
Cars. The Dining Car service, operated by the Baltimore & in 
Ohio Railroad Co. is second to none. The historic and 
scenic features of this line are well known. 

Attention is also called to the excellent" connections at 
Washington, Cincinnati, and Louisville, with all of the railway 
lines south ; and at Chicago and St. Louis with the lines to the 
west," 1 northwest, and southwest. 

Before yeu make arrangements for your trip, we respectfully 
request the opportunity of furnishing you any additional in- 
formation, or to prepare a *° complete itinerary, giving you train 
schedules, fares, etc. 

Yours very truly, (262) 

429 
Mr. John F. Lewis, 

Belleville, HI. 
Dear Sir: 

You sometimes purchase books on investment and financial 

subjects. Can we not interest you in our Investors' Magazine? 

The "one* indispensable journal for 1 * investors/' it has been 

recently termed by a prominent authority. It fills, at a popular 
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price, the special field hitherto unoccupied in investment litera- 
ture. 

Some M of its features : Investment Advice, Entertaining Illus- 
trated Articles, Expert Editorial Review, Educational Depart- 
ment, Stock and Bond Record, Investment News, News from 
Other Countries, Chronology of n Events, etc. Typographically, 
it equals any magazine in America. 

All we ask is this : Read the inclosed with care, and if con- 
vinced, take advantage 10 ° of one of the special offers. If not 
convinced, send for a sample copy. It will cost you nothing. 

What more can we say? 

What 11 * more can we do? 

Faithfully yours, (131) 
430 
Mr. George S. Sydney, 

Sioux Falls, S.Dak. 
Dear Sir : 

We wish to thank you for your interest in our New Complete 
Bookkeeping. In response to your request a copy of the book" 
is being forwarded to you to-day. 

A paragraph in the preface makes acknowledgment to several 
business firms for help in the preparation of certain chapters " 
of the book. This paragraph gives the keynote of the volume. 
The author of this book combines actual office experience with a 
thorough knowledge of n the teaching of bookkeeping in high 
schools. The result is a book which is first of all practical — 
which gives thorough drill on the fundamental 1M aspects of 
accounting which are likely to be of use to young people entering 
business, but which does not teach a course so rigid as m to unfit 
the pupil to adapt himself to the system he finds in use. 

After you have had an opportunity to examine the copy sent M 
you, we shall be much interested to know how you like it and 
the prospect of its eventual adoption in your school. 

We hope to IW hear from you at your convenience. 
Very truly yours, (184) 
431 
Mr. Layton Seaver, 

Galena, 111. 
Dear Sir : 

You have purchased one of our financial works, but are not 
receiving Moody's Magazine. Possibly you do not realize how 
thoroughly the magazine * is capable of serving investors and 
men of affairs. To aid that realization I will gladly send you, 
upon request, a copy of the October s0 issue. 

The matters of public policy and economic issues discussed 
in its columns have a vital bearing upon your investments. 
In Moody's you get the n best thought on both sides of these 
questions. It will pay you to keep posted. The magazine also 
contains articles on market developments, and a "° full quota- 
tion record of all listed securities, in convenient shape for pres- 
ervation. From twenty-five to thirty pages are devoted in 
each number to the M market outlook, quotations, and invest- 
ment news. 

Moody's Magazine subscription is S3 per year. For S3 received 
with the order, we will send the u * Magazine for one year, and 
with it, at no extra charge, a copy of Mr. Moody's great work 
"The Truth a°°ut the Trusts." The circulars in inclosed 
describe this book. It is recognized as the most outspoken 
and authoritative work on this engrossing subject. 
Very truly yours, (196) 
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482 

Mr. Charles S. Hill, 

Covington, Ky. 
Dear Sir: 

It is with pleasure and confidence that we inclose a circular 
giving detailed information regarding the reduced price of that 
great work, " A * History of the American People," by Woodrow 
Wilson, President of Princeton University. The History is in 
five volumes. 

The peculiar fitness of President Wilson to *° be the author of 
such a work is generally conceded. As a result of a lifetime of 
research, he has written the only interesting narrative n history 
of our country from the earliest time to the accession of Presi- 
dent Roosevelt. 

The History is written so delightfully that with all its scholar- 
liness 10 * it reads like an exciting romance. 

Our offer does three things: First, cuts the price in two; 
second, gives you an opportunity to examine the m books and 
send them back if you do not like them ; third, gives you a great 
magazine for a year. 

In anticipation of your reply, w0 we inclose an order blank. 
Yours very truly, (158) 

483 

Mrs. Harriet F. Aiken, 

Bismarck, NJDak. 
Dear Madam : 

I have to-day had an extended interview with Judge Dunlap 
over the matter of the $80 retained by you as a balance * of the 
$300 which was given you by Captain Aiken and out of which 
you have paid funeral expenses, etc. The Judge *° will attempt 
to arrange a compromise and suggests that if you will account 
for $35 of the amount he will endeavor to have n the rest waived. 
A guardian has been appointed for Henry and we are now ready 
to prepare the release for the insurance company and have 10 ° 
the widow's allowance of $250 made. If this matter can be ad- 
justed along this line, I think it can be closed up m speedily. 
Please write me if you are willing to concede $35. The only 
reason is to avoid the expense of legal proceedings. 

Yours truly, (151) 

434 

Mr. Edward Kellogg, 

Gloucester, Mass. 
Dear Sir : 

We hope you are heartily interested in the endeavor to secure 
the appointment of a woman on the Commission on Industrial 
Education, and M that you will not fail to attend the hearing, 
Thursday, March 5, at 10.30 a.m., Room 441, State House. 

Please interest 50 others, particularly men, to attend, as it fa 
desirable to have a large attendance of both men and women. 
Yours very truly, (72) ' 

435 

Mr. Fred Hammond, 

Burlington, Vt. 
Dear Sir: 

The heirs of John Lord have agreed to accept greatly reduced 
royalties on his " Beacon Lights of History." This, and the publi- 
cation of ** a very large edition, resulting in unusually favorable 

ELD. DICT. EX. — 9 
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manufacturing contracts with the printers and binders, enables 
us to issue for the first time an excellent i0 edition ot this great 
masterpiece at a price that will surely interest you. 

If you do not know about "Beacon Lights/' some of your 
family n or your friends do. Three quarters of a million vol- 
umes of the high-priced edition have been sold, and they are in 
every town and l0 ° hamlet in the country. 

Read carefully the specimen page from Lord's "Napoleon" 
in the inclosed circular and you will get some idea of his wonder- 
fully ui brilliant style. The fifteen volumes contain over 6000 
pages, dealing with all the great epochs and characters in history 
in the same fascinating way. 160 No other work in the entire 
range of English literature is like "Beacon Lights." It stands 
absolutely alone and without imitators. If you have no 171 
history, or a dozen, you need "Beacon Lights 1 ' — it is the key 
to all of them. 

Prices and terms for the different bindings are on *" the order 
blank. You need not send any money with the order — simply 
fill in the blank carefully and return it, and the books will m 
be shipped, all charges prepaid and subject to return in ten days 
if they are not perfectly satisfactory. 

Awaiting an immediate reply, we are M0 

Yours very truly, (253) 



436 

Mr. Albert Wesley, 

Parkville, Mo. 
Dear Mr. Wesley : 

I regret to say that letters from debaters reach me in such 
numbers that it has become impossible to answer them without * 
neglecting other calls upon my time, which seem to me more 
urgent. I have to content myself with a letter like this, and 
my assurances i0 that this does not indicate any lack of interest 
or appreciation of the compliment paid me in turning to me for 
information. 

With best wishes," I am 

Sincerely yours, (79) 



437 

William H. Pierce, Esq., 

Superintendent of Police, 
Brooklyn, N.Y. 
Dear Sir : 

William M. Durgin & Co., doing business at 159 Fulton Street, 
Brooklyn, N.Y., state that one Kent, doing business in * the 
i basement of 161 Fulton Street, has a permit to use the sidewalk 
on Washington Street; that the windows of Durgin & Co.* 
on Washington Street are obstructed by boxes and other things 
that are piled on the sidewalk by said Kent ; that the window 
has been broken n in consequence of Kent's act, and that the 
light is very much obstructed thereby. Complaints have been 
made from time to time to said Kent, 100 but he justifies hl c 
action under the permit. I suppose the permit is not broad 
enough to allow the obstruction of windows as hereinbefore 
indicated. ,1, I further think that the police by enforcing the 
terms of the permit can easily remedy this matter. 

I wish you would give it attention " • and see if it cannot be 
adjusted. 

Yours very truly, (160) 
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488 

Mr. C. J. Terrffl, 

4500 Green Street, 

Minneapolis, Minn. 
Dear Sir: 

Replying to your favor of October 26 we beg to say that our 
investigation shows that the two pictures purchased by you u 
three weeks ago were sent to 450 Green Street, this address 
having been taken by the salesman who received your order. 
They were returned *° to us, and an unsuccessful effort was made 
to ascertain your correct address. A few days ago they were 
returned to stock, and we regret n that we are unable to locate 
the particular pictures selected by you. 

Regarding your order for household furnishings, we have 
taken up the matter with 10 ° the head of our House Furnishing 
Department, and regret 'at he is unable to give us any informa- 
tion regarding it 

Under the cu-umstances, we shall m have to ask you to be 
good enough to call at your convenience and select other 
pictures, asking for our Mr. Leonard of the Picture uo Department 
and Mr. Marsh of the House Furnishing Department, who will 
undoubtedly show you every courtesy possible. 

Thanking you for your patronage, and regretting the xn 
annoyance you have been caused, we remain 
Respectfully yours, (184) 
439 
Mr. A. J. Jacobs, 

Spokane, Wash. 
Dear Sir: 

Kindly refer to your claim for damage to pictures, $10. This 
shipment was loaded and forwarded in apparent good order, 
checked in " good order en route, and checked out of car in good 
condition at Spokane. On delivery to your teamsters no com- 
plaints were made, and we *° have no knowledge whatever that 
the damage to the pictures occurred while the goods were in 
our possession. This crate of pictures may have met 7S with 
some mishap after it left the freight house. One receipt is as 
good as another, and the clear receipt that we hold at Spokane 1M 
should equal the receipt given at point of shipment. 

We regret the damage done, but we can find no evidence to 
justify our paying the m claim. 

Yours very truly, (129) 
440 
Mr. Frederick W. Stone, 

Waterloo, Iowa. 
Dear Sir: 

We are desirous of finding out what features of Success Magazine 
are really interesting our readers, and for this purpose we hope 
that** you will kindly answer the questions contained in the 
inclosed slips, which are arranged so that you may make your 
answers brief or extended, as i0 you wish. Nearly all of these 
inquiries relate to our September number, which you have doubt- 
less received by this time. 

We would also like your n judgment as to the use of "simpli- 
fied spelling" in Success Magazine. 

Finally, we should like to learn a little something more about 
yourself personally, and !0 ° one question blank is arranged to 
this end. 

You will understand that, while we hope that you will find 
H easily possible to reply to m these questions, in accordance 
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with pur general understanding of the Life Subscription obli- 
gation, we do not wish to require you to answer at this time, 1 " 
if for any reason you find it inconvenient to comply with our re- 
quest. 

We are inclosing a stamped return envelope for your replies. 
All answers in will be regarded as strictly confidential, and will 
not be published without your specific permission. 

We shall have pleasure in sending you early in October m 
our usual Fall announcements of book and magazine offers, 
quoting you special reduced prices upon these offers. 
Very sincerely yours, (220) 

441 

Mr. Gilbert S. Blackman, 

415 Main Street, 

New London, Conn. 
Dear Mr. Blackman : 

My lectures on Forgery, its Prevention and Detection, with 
stories of famous cases, have been so well received by audiences 
in schools, 26 colleges, and societies, that numerous calls have 
come to me from various parts of the country for the lectures. 

I have a number of engagements " already made and wish to 
complete my itinerary as soon as possible. 

A stereopticon is used with the lectures and there are over 
one hundred 7S slides from which to make selections. 

The object of these lectures is to disseminate knowledge about 
handwriting and its value in the identification of the x *° individ- 
ual, and the protection of property and life. The price for a 
lecture is forty dollars ; and out of this sum the lecturer pays 
his m own expenses. The stereopticon, reading lamp, and opera- 
tor, are furnished by the school or society. 

If you would like to book one of the lectures " • for this or next 
season, please let me hear from you. 

As I have but a limited number of dates that I can spare 
from in my work as court handwriting expert, I should very 
much appreciate a prompt reply, so that I may close these dates 
at the earliest possible so ° moment. 

Yours very truly, (204) 

442 

Messrs. Kimble & Miller, 

Lancaster, Pa. 
Gentlemen : 

Your favor of the 20th instant in re claim of George Ford & Go. 
vs. John L. Lacy, is received. Mr. Ford says u that the price 
was $125 f.o.b. Harrisburg, or $150 set up in the defendant's 
place of *° business; that he sent a man to set up the bar; that 
the floor was uneven, for which he was not responsible; that 
the bar 78 was properly set up and that whatever is needed now 
should be done by the defendant; that when he sent his man to 
set up l0 ° the bar, the plumbers under contiol of the defendant 
had not completed their work and he was obliged to stay ever; 
hence the board bill, m which in justice and equity it would 
seem that the defendant ought to pay. 

Mr. Ford is willing to allow the freight charge, which I ,M sup* 
pose is a Very small sum; and, while under no obligations 
to do so, for the purpose of settlement and by way of compromise, 
he m would be willing to allow the board bill. 

Hoping that the matter may be adjusted along these Knee, 
I await your further pleasure. 

Yours truly, (200) 
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448 

Mr. James Morrison, 

Henderson, Ky. 
Dear Sir: 

Your favor of March 1 has been received, and contents 
noted. 

There is evidently a growing disposition on the part of 
mercantile organizations " and particularly of firms, to secure 
the protection of future interests by insurance on the indi- 
vidual lives of their partners. In some instances such in- 
surance *° has been placed in very large amounts. 

It is practically beyond doubt that such action strength- 
ens the credit of firms adopting it. The increased confidence n 
which it establishes is recognized in the mercantile community 
and thus reflected through our reports. 

While the insurance does not provide working capital or 
strengthen I0 ° the immediate financial position, it stands to 
defend and protect the credit of the organization in case of 
death of one or more of the m partners — a very impor- 
tant factor to the maintaining of general mercantile credit. 

In order to secure the desired results, the fact of such in- 
surance should li0 become part of the record in the copart- 
nership papers, that there be no possible misunderstanding 
as to the application of the proceeds of such insurance in 
should death ensue. 

We remain 

Yours very truly, (183) 
444 
Mr. M. T. Pelton, 

Butte, Mont. 
Dear Sir : 

Perhaps this letter is a little too blunt and outspoken. But 
there are times, I believe, when a man is justified in laying *• 
aside the sugar-coated customs of letter writing. 

Seme of our subscribers have criticised us, in a kindly 
way, for our persistence in bringing the 50 Business Man's 
Library to their attention. If you have felt that way about 
it, I am heartily sorry. Perhaps your continued silence 
should have persuaded n us long ago to give up our efforts 
to win your interest. * 

But when we believe, and believe earnestly, that we have 
something of real 10 ° business help to offer a customer — and 
when the letters of thousands of other customers pour in to 
verify our belief — we feel urged to ltt continue to write and 
explain, even in the face of discouraging silence, until at 
least we have satisfied ourselves that our importunity is un- 
welcome and li0 undesired. 

You see, the Business Man's Library is unlike any other 
set of books ever published. If we had offered you a set of 
romantic IW novels or a library of pleasing poetry, to while 
away your winter evenings, then perhaps we might have 
been content to accept your indifference after 200 an unsuc- 
cessful letter or two. 

But it is not mere entertainment or pastime that these 
books offer you. It is business help — 2190 m pages of 
actual definite working plans and methods that men have 
toiled for years and staked fortunes to think out and per- 
fect — definite systems, 300 short cuts, economies, working 
plans, that your own daily work of itself will turn into actual 
spendable currency. Surely books like these deserve persis- 
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tent support ,w — even obstinate support — if eventually it 
wins them a chance to do all this for you. 

I want you to read again the description of the *• Business 
Man's Library contained in the little booklet inclosed. I 
believe now, even more than when I wrote you the first 
Library letter two years m ago, that you need these books. 
And this is the time to make them yours — yours to prepare 
for the new business year ahead — to *• make it the biggest 
of your career, no matter if times are good or indifferent. 

To facilitate your prompt action, I am inclosing a con- 
venient '" postal card order. Our shipping department has in- 
structions to honor this as readily as they would your check. 
There is no need to send the 400 customary initial payment 
in advance. Simply sign and mail the inclosed card; when 
the books come, pay the expressman the first payment of 04 
62. Then you can pay for the books as they pay for them- 
selves — $3 a month — nine cents a day. 

Yours very truly, (449) 
446 
Mrs. Richard T. Bonine, 

Woodland Cottage, 

Hornell, N/X. 
Dear Madam: 

My secretary has reported to me your telephone query in 
reference to your nurse, Maggie O'Connell. 

The house in question was disinfected this 21 morning. 
From your message I cannot learn whether Maggie O'Connell 
was in the house before or after the death of the child or 
whether or* 1 not she had been exposed to the contagion. 
An immunizing dose of antitoxin would be the safest thing, 
although it might not be absolutely necessary. n Her phy- 
sician is the one to consult in this matter, and he will prob- 
ably administer the antitoxin. 

If Maggie O'Connell has been in contact with "* the case, 
to be absolutely on the safe side she should be kept from 
your children until the period of incubation is passed. Please 
communicate m with me if I can be of any further service to 
you. 

Very sincerely, (139) 
446 
Mr. William A. Scudder, 

Leadville, Colo. 
Dear Mr. Scudder : 

Our friend, Joseph Parker of the State Normal School, 
St. Louis, Mo., is preparing a work on bookkeeping which 
he calls "The 2 * Elements of Bookkeeping," a few pages of 
which (all I have received) I inclose herewith. 

In a letter from Mr. Parker which is before me," he states : 
"My own class needs have driven me into getting up this 
text. My plan is to revise thoroughly this first limited edi- 
tion of" two hundred copies, and put it in plates made 
from first-class script. I am disposing of this first edition 
to my own class, teachers 10 ° of bookkeeping, and County 
Institutions throughout the State. I am thinking some- 
what of going before the State Text-book Commission with 
my book. Do you 12 * want to examine the entire book with 
a view to publishing it?" 

I have written Mr. Parker to the effect that I could net 
judge M * of the merits of his book from the few pages which 
he sent me, and suggested that he give me an opportunity to 
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examine the m entire book, with a view to submitting it to 
eur Editorial Department for consideration. 

The " Foreword" to Mr. Parker's book certainly reads 
well, and if m the remainder of the book is as good as that 
part, it ought to be a pretty fair book. We have not re- 
garded Mr. Parker m here as a specialist in bookkeeping, but 
we know that he is a versatile fellow, and it may be that he 
has hit it right "° in his present book. I thought perhaps 
this information might be of service to you in the Chicago 
matter. 

Very truly yours, (272) 

447 
Mr. George P. Drake, 

Sharon, Mass. 
Dear Sir: 

Your favor of the 23d instant, addressed to Mrs. Hereon, 
has been referred to me. Before bringing suit, I wrote you 
several " times, and Mrs. Pierson informed me that she had 
written you several times, to which letters you made no reply. 
This seems exceedingly strange; it 50 indicates that you have 
not been fair about it. However, Mrs. Pierson desires noth- 
ing but what is justly due the estate and she honestly be- 
lieves n that you are indebted to it. If you have a receipt, 
please call at this office when you are next in Boston and 
show it 10 ° to us, and if you are right, the matter can be ad- 
justed in some way; but if you are wrong, you ought to pay 
the m claim without allowing the writ to be entered in court. 
t Yours truly, (137) 

448 

Mr Charles T. Boyden, 

Portland, Oregon. 
Dear Sir: 

Inclosed we beg to hand you a circular of our ''Course 
in Touch Typewriting," and in regard to the merits of this 
work u we should say that it is a simple and reasonable method 
of learning to operate a writing machine by touch. It is 
arranged on the " inductive plan, and leads the student by 
a series of easy steps to a practical working knowledge of the 
typewriter, and will save the teacher 71 an immense amount 
of work. Special features of this work are: 

1. It has an invariable system of fingering. 

2. Gives absolute command of every 101 finger. 

3. Charts and diagrams in five colors. 

4. Words not arranged in the hackneyed alphabetical 
erder. 

The unparalleled sale of this work is the m best evidence 
of its unequaled success. The system is producing the 
fastest operators of any system of touch typewriting, for the 
reason that it is" the simplest, most natural, and most 
rational method of learning to operate a typewriter that 
has been published. 

We shall take pleasure in sending an 175 examination 
copy on receipt of 25 cents. The retail price of this werk 
is 50 cents, and in cloth 75 cents. 

Trusting we "° shall have the pleasure of hearing {rem 
you, we are, with best wishes, 

Yours very truly, (216) 
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449 

Mr. Chester W. Silver, 

Beverly, Mass/ 
Dear Sir: 

In regard to our Massachusetts laws covering the descent 
of property and the share of the wife in the husband's estate, 
I should" say that under our statutes the wife may waive 
the provisions of the husband's will and take what she j would 
have taken if the husband *° had died intestate. x 

If the husband dies without having made a will and leaves 
issue, the wife takes absolutely one third of the husband's 
property/ 1 both real and personal, after the payment of 
his debts, charges of administration, etc. v 

The principal object of these late statutes was to place m 
the interest of the husband and wife in the property of 
each other on an equality. 

I have made reference only to such portions of 1M the law 
as apply to the case you cited to me, which I presume is 
all that you desire. 

If the will of a resident "° of this Commonwealth, pro- 
bated here, names as executor one who lives in another 
state, upon the death of the testator the nonresident ex- 
ecutor would take 1M out ancillary or auxiliary letters of ad- 
ministration, which would place in his hands the property of 
the deceased in that state. 

Yours very truly, (199) 
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Dr. Thomas Jackson, 

Director of Bureau of Health, 
Vicksburg, Miss. 
Dear Sir: , 

I have for some time made it a practice in both private 
and hospital work, when treating wounds caused by blank 
cartridges, or" wounds contaminated by street dirt, garden 
soil, or manure, to advise the hypodermic injection of a prophy- 
lactic dose of tetanus antitoxin, and to administer the " anti- 
toxin in the immediate neighborhood of the wound as soon 
after the receipt of the injury as possible. 

I have not seen tetanus develop following n wounds thus 
treated, and the literature of the subject upholds my be- 
lief in the efficacy of such treatment. 

Will you not consider the advisability of 100 permanently 
continuing, through your Bureau, the distribution of tetanus 
antitoxin which was granted during the Fourth of July cele- 
bration, that we may have at our in disposal throughout the 
year (under the same regulations as are now in force regard- 
ing the distribution of smallpox vaccine virus and diphtheria 
antitoxin) this means "° of prophylactically treating tetanus 
in those unable to purchase the antitoxin ? 

Awaiting your decision and response, I am 
Respectfully yours, (170) 
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461. CIVIL SERVICE 

In the shorthand civil service examinations, dictation is given 
at eighty, one hundred, one hundred and twenty, and one hun- 
dred and forty words a minute. Each article dictated is two 
hundred and fifty words in length and consists of a portion of 
an address made either in the House of Representatives or in 
the Senate. Each candidate is permitted to take all the dicta- 
tions, and selects any one he desires for transcribing. 

Two marks, one for speed, and one for accuracy, are given, 
and are combined to obtain the average. The marks for speed 
are graded as follows : seventy for the eighty words a minute, 
eighty for the one hundred, ninety for the one hundred and 
twenty, and one hundred for the one hundred and forty. A 
mark of one hundred is given for accuracy, and from this three 
are deducted for each error. 

In the following pages are given selections similar to those 
employed in the United States Civil Service examinations. 
These articles are counted at the various rates of speed from 
eighty to one hundred and forty, and the number of words to 
be read in each fifteen seconds is indicated. 



462. LAKE ERIE AftD OHIO RIVER SHIP CANAL (at 80) 

There are reasons, Mr. President, and good reasons, why 
Congress should create this corporation if we are willing to have | 
a corporation construct this canal at all. One reason is that the 
navigable waters of the United States are to|be used by the 
canal company, and the General Government should have a 
constant arnd watchful supervision over the company | so that 
it may not abuse its privileges. The company could not utilize 
these navigable waters in the way it l \ will probably have to 
utilize them without Congressional authority; and since that 
authority must be invoked, why should it not | be sought in the 
first instance and in a way commensurate with the importance 
and necessities of the enterprise ? Again, | while it may be true 
that the Federal Government could regulate the tolls and prac- 
tices of the canal company as|to interstate and foreign com- 
merce even though the canal should be constructed under a 
State charter, yet would it not 2 | be better for the public interest 
to put this canal immediately under Federal supervision and 
subject its business to the | control of Federal authority ? 

Again, Mr. President, this is not a mere local enterprise, but 
one of great national importance. | It is of scarcely less national 
importance than the Panama Canal itself. In some respects 
it is even of infinitely | more importance. So important is it 
to the commerce of the country that no man can say it should ' 
not *| be built. The commercial value of the canal is clear. (250) 

T. M. Patterson. 
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468. EDUCATIONAL TESTS FOR IMMIGRANTS (at 80) 

Mr. President : I do not want to be understood as meaning 
that an uneducated man — an -unlettered man — may not, | 
under certain circumstances and conditions, make a geod 
citizen ; that he may not make, in some cases, among the best I 
of citizens. I know, as a matter of fact coming within my own 
knowledge and experience, that some of the | best citizens in 
this country, certainly some of the best in my State, some of 
the thriftiest, some of the 1 ! most honest, some of the most 
intelligent, if you please, are men who do not know a letter in 
the | book. It is not true of an American that because he 
happens to be unlettered he is ignorant. Happily under | our 
system of government, with our churches open to all, with our 
courts, with our discussions and debates, with the | absence of 
class distinctions, bringing the unlettered man in constant 
contact and association with the best intelligence of his commu- 
nity , 2 | by association and absorption, the American citizen, 
without being educated, without school advantages, becomes 
an intelligent citizen, not only capable | of the highest thrift, 
but capable of understanding the duties and responsibilities, 
and of exercising the privileges of citizenship, in|a country 
where the people govern. 

But, Mr. President, these illiterates coming to us from south- 
ern Italy, from Poland, and | parts of Austria-Hungary, these 
ignorant Syrians, Poles, and Armenians that are pouring in 
upon us year after year, have *| been brought up under no such 
environments, with no such advantages. (251) 

F. M. Simmons. 



464. TARIFF (at 80) 

Mr. Chairman: In the more than seven years that I have 
been a member of this body it has been | upon very rare occasions 
that I have inflicted myself upon this presence for the purpose of 
making any remarks. And, | sir, the thought that is uppermost 
in my mind to-night is the cordial welcome that I have always 
received upon | this floor from my associates upon both sides of 
this Chamber. The welcome I have always received here, sir, 
1 1 \ take it, has been occasioned more by the rarity of my appear- 
ance than any excellence of my performance. 

But, sir, | be that as it may, the recollection of that welcome 
will constitute one of the delightful and treasured memories of | 
my existence as long as life shall last, and nothing in the hereafter 
can dim or destroy it. And 1 1 trust that I shall never speak 
often enough on this floor to wear out my welcome. 

A few days ago *| upon this floor I delivered a few omnivorous 
and semidigested remarks upon the subject of the tariff and 
other kindred | issues. I was unable to complete those remarks 
by reason of lack of time. However, sir, that fact did not | in 
any way interfere with the symmetry of that production, be- 
cause any speech that I ever make is just like | a ring of bologna 
sausage — I can cut it off anywhere. [Laughter.] 

However, it occurred to me, sir, that this *| might be an auspi- 
cious occasion for me to take up the thread of that discourse 
once more. (257) 

Cushman. 
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466. RAILROAD RATE BILL (at 80) 

The object of this measure is to keep the highways of com- 
merce open to all persons on equal terms. If | that is accom- 
plished, it will strike a staggering blow at many of the most 
vicious trusts and monopolies. The evidence | is ample that 
many of these trusts have been made possible by reason of the 
fact that they have practically | dictated the toll which they 
paid upon their products; while their competitors, less power- 
ful, were not thus favored. The recent l \ investigations of the 
Standard Oil Company, the coal companies, and the packing 
house companies bear abundant testimony to that fact. | No 
independent company can prosper or even become a serious 
competitor so long as these large concerns are permitted to| 
stand upon the public highways as they have in the past and 
collect tolls from their rivals. Defects in the | law have made it 
possible for these trusts to collect such toll without legal limit 
or conscience. If the highways 2 | of commerce are kept open 
to all on equal terms, it will become possible for comparatively 
small industrial enterprises to | compete with the larger con- 
cerns. The small mine owner can then send his coal to market 
and there sell it | in competition with his larger rival, so can the 
small packing houses lately established in Iowa and other 
States. These | packing houses have in years past existed by 
sufferance, but if this and other laws against unjust discrimina- 
tions in railway *| freights are enforced, they will soon become 
independent competitors. (249) 

Volstead. 



466. CHILD LABOR (at SO) 

If Congress is to regulate the cotton mills, why not let it go 
into the regulating business generally? Regulate the | flour 
mills, the steel mills, the shoe factories, the clothing factories, 
and regulate the farms; regulate the laws in regapd|to health; 
let it regulate every branch of industry which contemplates an 
interstate or foreign market, and then there will | be little left 
for the State to do. 

I wish to say, Mr. President, that I am heartily in favor ! |of 
reasonable child-labor laws. I favor a child-labor law for the 
District of Columbia, and, with some amendments, | shajl support 
the bill for that purpose new pending. I have favored a reason- 
able child-labor law for the mines | and factories of my own State. 
We have such a law upon our statute books passed in 1903, a | 
law passed by the legislature of that State, which had the power 
and whose concern it was, and not by *| the Congress, which had 
not the power and whose concern it was not. Such legislation 
by the General Government Ij am opposed to as being a step 
toward centralization and an invasion upon the rights of the 
State. The President, | in his message, recognizes the fact that 
the power to control child labor is in the States, for he says| 
in his message : 

"The horrors incident to the employment of young children , 
in factories are a blot on our civilization. 'I It is true that each ' 
State must ultimately settle the question," (251) 

Overman. 
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467. CARRIERS (at 80) 

From the time when man produced more than he consumed 
and desired other than what he produced, carriers became im- 
portant. | Settlements were made in the New World on the sea- 
shore and on the banks of rivers where transportation by 
water | was possible, but each man at first was his own carrier, 
and he exchanged his for his neighbor's products. With | thrift 
and enterprise a surplus greater than the needs of immediate 
neighborhood exchanges was created, and the common carrier 
became 1 ! a necessity. At first the Government, recognizing 
the need, entered into the business of carrying products for the 
benefit of | the people; highways were built, boat lines estab- 
lished, and canals dug. These were operated either without 
charge to the people | or by imposing a charge upon the user of 
the means of transportation. In the early forties the railroad 
was | born, and regions remote from navigable waters were 
opened up to settlement. Some wild dreamer of the Revolu- 
tionary times may *|have had a vision of the twentieth century 
commerce, but such vision was never expressed, and certainly 
it never entered | into the mind of the statesmen of early days 
what wonderful things were to come to pass. Then wants were| 
simple and desire was modest. The luxuries of yesterday have 
become necessities of to-day. Inventive genius has revolu- 
tionized past ideals | and ancient methods; ignorance, supersti- 
tion, and religious fanaticism and bigotry, which once blocked 
the way of progress and blinded the 'J eyes of genius, have been 
ruthlessly crushed to death. (249) 

Charles E. Townsend. 



466. PROSPERITY (at 80) 

In our industrial and social system the interests of all men are 
so closely intertwined that in the immense majority | of cases a 
straightr-dealing man who by his efficiency, by his ingenuity and 
industry, benefits himself must also benefit | others. Normally 
the man of great productive capacity who becomes rich by 
guiding the labor of many other men does | so by enabling them 
to produce more than they could produce without his guidance; 
and both he and they share l \ in the benefit, which comes also 
to the public at large. The superficial fact that the sharing may 
be unequal | must never blind us to the underlying fact that 
there is this sharing, and that the benefit comes in some | degree 
to each man concerned. Normally the wage- worker, the man of 
small means, and the average consumer, as well | as the average 
producer, are all alike helped by making conditions such that 
the man of exceptional business ability receives *| an exceptional 
reward for his ability. Something can be done by legislation 
to help the general prosperity ; but no such | help of a perma- 
nently beneficial character can be given to the less able and less 
fortunate, save as the results | of a policy which shall inure to 
the advantage of all industrious and efficient people who act 
decently; and this | is only another way of saying that any 
benefit which comes to the less able and less fortunate must 
.of '| necessity come even more to the more able and more for- 
tunate. (251) 

Theodore Roosevbut. 
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409. NAVAt APPROPRIATION (at 100) 

The Navy Department now for a greater part of the year, 
even in times of peace, keeps a large fleet in these waters. Al- 
most every | winter one is sent thither for the purpose of maneu- 
vering, practicing, and otherwise familiarizing the officers and 
men with the scenes where their services may | be needed, where 
naval battles may be fought in the future. So that navy 
yards and dry-dock facilities are as greatly needed there as| 
anywhere else along the thousands of miles of our immense 
seacoast. 

Suppose, Mr. Chairman, a vessel should be injured m the 
Straits of Florida or *| in the southern part of the Gulf of Mexico, 
where would she go for her repairs if necessary for her to go 
into a dry | dock? Either to Charleston or Norfolk, six or eight 
hundred miles up the Atlantic, or to Pensacola, on the Gulf, 
or, rather, I should say, | to New Orleans, six or seven hundred 
miles, as the Pensacola dry dock, five hundred and fifty miles 
from Key West, is not sufficiently large | to accommodate the 
great battle ships of our Navy. In fact, I am told that the New 
Orleans dry dock is the only one in *|the Southern States that 
can accommodate a first-class battle ship. True it is that the 
Government is constructing a dry dock on the southern | coast 
of Cuba, but this, when completed, will be as far from the Straits 
of Florida and the southern part of the Gulf as Charleston | and 
New Orleans. (253) 

Spabkman. 



460. ON TRANSPORTATION OF OIL (at 100) 

The independent refineries of the country try to obtain oil 
from their own wells, and are sometimes favored by the Standard 
Oil Company with carriage | and at other times refused. In the 
plain language of the business world, they have the oil business 
by the throat. When they want to] be common carriers, they 
are all grace and compliments; when they do not want to be, 
they are all vinegar and negation. If they are | common carriers 
in a part of the country, on their own motion, let them be made 
common carriers in every part of the country by 'J operation of 
law. If there is nothing wrong, the law will not hurt them. If 
everything is as correct as they say it is and | if they are really 
the public benefactors they claim to be, the regulation will do 
them no harm. If, on the contrary, there is something | wrong — 
and the clamor of the people would seem to indicate this — then 
it is high time that the wrong should be corrected by the| 
operation of law. And believing that a wrong exists, I shall 
vote for this bill, with the pipe-line amendment. 

And I am opposed to *| any change in the language of the bill 
which shall attempt to except such pipe lines from the operation 
of the law as do not | "transport for hire" or "transport for the 
public/' While the Standard Oil Company does the greatest 
business, it is not therefore necessary for us to | legislate against 
them alone. (254) 

Joseph L. Rhinock. 
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461. GENERAL SLOCUM DISASTER (at 100) 

The steamer General Slocum left her wharf early on that 
fateful morning, freighted with her human cargo, and started 
on her trip up the East | River. It was a beautiful summer's 
day. The steamer was, crowded ; all her flags were gayly flying; 
merry music was playing; happy children singing and | laugh- 
ing; parents and friends talking over the topics of the day, and 
as the steamer wended her way all on board was joy and happi- 
ness | and merriment. She had not proceeded far up the East 
River, however, when the terrible cry of fire startled the passen- 
gers. In less time than '| it takes to tell it flames burst forth 
from several parts of the steamer, and fanned by the breeze, 
quickly enveloped the boat. Amid cries | and confusion that 
beggar description, and with a startling suddenness that can 
not be pictured in words, a frightful scene ensued, too horrible 
for narration. | Suffice it for me to say that in all the annals of 
our country nothing like it ever occurred before, and I pray to 
God | that nothing like it will ever happen again. 

The captain of the steamer- lost his head, as so often happens 
under similar circumstances, and instead *| of immediately beach- 
ing the steamer, as he should have done, he ran her up the river 
several miles in the teeth of the fanning wind, | where she anally 
grounded near North Brothers Island, a charred and blackened 
wreck. Oh, the pitiable scenes that then ensued! It is too 
terrible to | contemplate even now. (253) 

Sulzbr. 



462. PURE FOOD (at 100) 

It is recognized now that the' welfare of people and their 
ability to accomplish something for themselves and their families 
and for the public depends, | to a very large extent, upon proper 
nutrition for their bodies. The experience of this Government 
in the Tropics, in the Philippines, in Porto Rico, | Cuba, and 
Panama shows conclusively that as soon as men can secure 
proper food in sufficient quantities they are capable of doing 
much more and | efficient work *nd become far better and more 
valuable citizens. But it is ieedless to go to the Tropics to 
ascertain the truth of such '|a self-evident fact. One great 
source of the incapacity, poverty, suffering, and degradation 
in our own land, in both cities and country, has been | the im- 
perfect nutrition of body and brain, caused by deficient quality 
or quantity of foods. 

Nearly all the civilized governments realize this fact, and have| 
enacted laws, more or less stringent, designed to correct, so far 
as possible, the evils of this adulteration and deterioration of 
foods. The majority of | the States in the Union have laws, more 
or less wise, and more or less well enforced. About twenty-five 
States of the Union have 2 \ good laws, very well enforced, which 
have been productive of untold benefits to the people. If afl 
of the States had good pure-food laws, | well administered, and 
adapted to the varying conditions of their localities, there would 
be little need for a national pure-food law for interstate com- 
merce. | (250) 

Fred C. Stevens. 
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488. EIGHT-HOUR BILL (at 100) 

Now, Mr. Speaker, another bill I want to call to the attention 
of the House is the so-called "eight-hour bill." This eight- 
hour | measure has been pending in Congress ever since I came 
here. I have introduced it myBelf session after session. I have 
been before the committee | time and time again and argued in 
favor of it. Sometimes it has been reported. Once or twice it 
has passed the House, only to | be killed in the Senate, and the 
truth is the Republicans in Congress have been fooling the 
workingmen of the country regarding this measure for *| the past 
dozen years to my personal knowledge, and intend to lfeep on 
fooling them. 

I am a friend of the toilers of the country, | and I want to tell 
them very frankly that organized capital is against organized 
labor in this struggle for an eight-hour law, and that | while the 
Republicans control Congress, organized capital's voice will 
always be more potent in shaping legislation than the humble 
cry cf the toiler, the efforts | of the wage-earner, and the appeals 
of the producer. 

No measure in recent years has been so stubbornly resisted 
by organized greed as the *| heroic efforts of organized labor to 
place upon the statute books of the country this humane bill 
making eight hours a legal day's work. Over | a month ago the 
minority of the Committee on Labor stole a march on the major- 
ity of the committee and ordered a favorable report of | this 
bill. (252) 

• Lacey. 



464. THE DINGLEY LAW (at 100) 

If I were a carpenter, or a stone mason, or a bricklayer, or a 
painter, I would still have faith in the Dingley law, because | 
employers would be bidding from forty cents to eighty cents an 
hour for my skill and effort. If I were a farmer — and I am | — 
[laughter], I would still have faith in the Dingley law, because I 
would have seen my farm double in value under its beneficent 
sway and | because I know that there is not a thing that walks 
9r grows that I can not, on a moment's notice, turn into cash. 
Xf l \ I were a manufacturer, I would still have faith in the Dingley 
law, because I would know that I was running night and day, 
paying | good wages, and that I was from three months to a 
year and a half behind in my orders. Ah, I would say to my | 
friend from Mississippi, that if I were a Southerner, I would 
have faith in the Dingley law, because I would know that it 
had lifted | my section from the slough of despondency and 
enabled me, both in agriculture and manufacturing, to become a 
rival boaster of the Yankee. Why, if *\1 were a Democrat, I 
would have faith in it — the faith of blind fate, if nothing else. 
[Applause.] If I were a poor, God | -forsaken immigrant, driven 
from the land of my birth by hunger and nakedness, crossing 
the ocean in the steerage, standing at Ellis Island surrounded 
by | my wife and children, with not sufficient money to sustain 
us one month, I would have faith in the Dingley law. (271) 

Landis. 
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466. FORMS OF GOVERIIMEHT (at 120) 

Hie Government of the United States is net the American 
nation. It is simply a form of government which the American 
nation has instituted here for their own self-government ; | and 
while this nation has all the power that can be exercised by any 
other nation, the Government has not that power. Whenever 
the American people get tired of this | government by the Con- 
stitution, they will get rid of it. The shortest way is by three 
fourths of the States agreeing to call a convention. When they 
meet, the first | law to pass will be that "the present form of 
government is hereby abrogated." That settles the whole matter. 
Then you can set up a king here ; you can set l | up an oligarchy, 
a money oligarchy, but not an aristocracy, for we have not got 
the material for that; but you can set up an oligarchy, you can 
put a | Council of Ten after the fashion of Venice ; you can have 
a limited or an absolute monarchy; you can have whatever 
form of government the people want. Every people in | the world 
have exactly that government which they ought to have. Gov- 
ernments are what the people make them. I do not care how 
bad they may be, governments are what | the people make them. 
If you want to get a good government, you have to get good 
people who can appreciate the blessings of freedom. People 
more public spirited than 2 | we are have tried this form of 
government before, and have failed. (252) 

Money. 



466. RAILROAD RATES (at 120) 

Mr. President: The people of this country were reasonably 
satisfied with the Hepburn bill as it came from the House. Thejf 
knew that it did not give them much ; they | knew that it did 
not give them as much as they demanded; they knew that it 
did not give them as much as they were entitled to demand of 
their | representatives in Congress; but they recognized it as 
a step in the right direction ; they regarded it as the recognition 
of a principle for which they contended, and they were | content 
to wait until the Senate and the House should be constituted 
in a way that would enable them to come with increased demands 
with some hope and assurance of x | getting them recognized. 

When that bill came over from the House, instantly assaults 
began to be made upon it in this body. It was sought to weaken 
the bill in | its essential remedial provisions, weaken it in the 
interest of the railroads instead of strengthen it in the interest 
of the people. They were assaults which, if successful, would 
emasculate | the bill and impair the little it offers in the way of 
relief from hard and oppressive conditions. 

Under the old law the Commission had the right to declare 
that | a rate was unreasonable and to denounce it. All this bill 
added to that power was the power to substitute for the de- 
nounced rate a rate found by it to a | be just and reasonable. A 
new proposition is now presented. (250) 

Simmons. 
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487. TARIFF REVISION (at 120) 

The time has come when we should prepare for a revision of 
the tariff. This should be, and indeed must be, preceded by 
careful investigation. It is peculiarly the province | of the 
Congress and not of the President, and indeed peculiarly the 
province ef the House of Representatives, to originate a tariff 
bill and to determine upon its terms; and | this I fully realize. 
Yet it seems to me that before the close of this session, provision 
should be made for collecting material which will enable the Con- 
gress elected next | fall to act immediately after it comes into 
existence. This would necessitate some action by the Congress 
at its present session, perhaps in the shape of directing the 
proper committee l | to gather the necessary information, both 
through the committee itself and through Government agents, 
who should report to the committee and should lay before it the 
facts which would permit | it to act with prompt and intelligent 
fairness. These Government agents, if it is not deemed wise to 
appoint individuals from outside the public service, might be 
members of the | Executive Department, designated by the 
President, on his own motion, or on the request of the committee, 
to act with it. 

I am of the opinion, however, that one change | in the tariff 
could with advantage be made forthwith. Our forests need 
every protection, and one method of protecting them would 
be to put upon the free list wood pulp, a | with a corresponding 
reduction upon paper made from wood pulp. (250) 

Theodore Roosbveut. 



468. REGULATION OF IMMIGRATION (at 120) 

It so happens that on account of peculiar conditions the most 
available of all immigrants — at least those who would be se- 
cured for agricultural pursuits — are from the Latin countries. | 
Take Italy, the country from which we secure so large a number 
of immigrants. The agriculturists are north of the middle line 
of Italy, you might say, and are a | very superior class of men to 
those who are in the southern part of Italy. Yet it is from the 
southern part of Italy that the voluntary immigration is re- 
ceived, | because there conditions are less favorable and they are 
under greater inducement to try to improve their conditions, 
whereas those in the more northern part of Italy are in a l \ 
superior condition ; the condition in their own country is more 
tolerable, more satisfactory, and they do not come here so 
readily for the purpose of seeking their fortunes as adventurers | 
or to seek simply day labor. 

They are of a class that want something more certain than the 
possibility of day labor. They wish to know before they come 
what | they are going to engage in. They are agriculturists at 
home, and the kind of agriculture in which they could be en- 
gaged in this country is. largely of the same | class as that in which 
they are occupied at home. But, in the absence of the ability 
to make an arrangement with them, that class, the most desir- 
able ef all '| classes of people who are eligible for immigration, 
are excluded because of this barrier. (254) 

Bacon. 
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469. AGRICULTURAL APPROPRIATION (at 120) 

Cattle raising in the United States is one of its greatest 
industries and is one of the great sources of our food supply. 
It is also our judgment that one | duty of government is to aid 
in keeping that food supply pure and wholesome. Therefore, 
it is proper that the contemplated appropriation of three million 
dollars should be made for | this purpose and the whole or so much 
thereof as may be necessary shall be used to accomplish this end. 
This proposed amendment contemplates that after the Govern- 
ment has caused | all animals which are to be slaughtered to be 
thoroughly inspected while alive, and that as soon as killed the 
carcass shall be thoroughly subjected to a rigid post-mortem '| 
examination, thus insuring that the meat of this carcass is pure 
and wholesome for human food ; that thereafter in case any per- 
son, company, or corporation shall in any manner manufacture | 
this carcass into different meat food products which shall require 
further inspection as to their purity, wholesomeness, or fitness 
for human food, the cost and expense of this subsequent inspec- 
tion! shall be borne by the persons, company, or corporation 
so transforming the pure carcass into other and different prod- 
ucts. The justness of this proposition is apparent. The stock 
raiser should | not be subjected to any tax or charge when, he 
offers for sale the product of his farm. The Government is 
willing to separate the diseased from the sound animals 2 | and 
see that only sound ones are slaughtered for human food. (251) 

Davis. 



470. COMMON CARRIER (at 120) 

But, Mr. President, I have yet to hear that there is any public 
demand for bringing within the operations of this bill, pipe lines 
that are engaged in the business | of conducting natural gas from 
the field to the market. It has been argued that simply because 
some of these corporations are public corporations in the sense 
that they have | been endowed by their charters with the right of 
eminent domain, they are necessarily common carriers. I submit 
that that is not necessarily true. If a corporation, for instance, 
is | engaged in carrying natural gas or artificial gas for the pur* 
pose of lighting a city, it would be perfectly proper to empower 
such a corporation to exercise the right of ^eminent domain. 
It would probably be necessary for it to establish pipe lines to 
the gas fields in order to bring the product to the city and dis- 
tribute it. Its | principal business, the main purpose of the 
corporation, would be the furnishing of gas to manufacturing 
institutions or for the purpose of lighting, and it would be neces- 
sary and incidental | to the main purpose of the corporation that 
it should establish gas lines and employ the power of eminent 
domain. That would not make it a common carrier. That 
would | not be the purpose for which it was organized, and it 
ought not necessarily to be made or declared to be a common 
carrier, even assuming that we can do *| that. I do not under- 
take to say we can. (249) 

Fui/ton. 
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471. VALUE OP COTTON EXPORTS (at 140) 

As I have previously had occasion to say to the Senate, the 
amount of the cotton crop in its unmanufactured raw state which 
goes abroad, excluding the amount of raw cotton which is con- 
sumed by | our factories at home, represents every year more 
than all the gold, and is the direct equivalent of more than all the 
gold that is produced in all the mines of all the world in | that 
year. All the gold that is produced in the world in the whole of 
each year is considerably less than the amount of gold repre- 
sented by the raw cotton that is shipped each year | from this 
country abroad. The equivalent in gold of the raw cotton that 
goes abroad each year is nearly if not quite fifty per cent more 
than all the gold that is dug in all ! | the world in a year, and it 
represents and preserves that much in the way of the gold bal- 
ance of the United States. Raw cotton is the largest single 
article of export of all articles | exported from this country, 
whether of manufactures, mining, or agriculture, and is therefore 
more potential than any other single article of export in preserv- 
ing our gold balance. Other products of manufacture and 
agriculture are v. |the main consumed at home, and therefore 
do not bring tLo gold into the country. Besides this, the cotton 
crop performs > most important public function in the increase 
in the wealth of the country, | which reaches all the various trades 
directly or indirectly throughout the land. (257) 

* Bacon. 



472. SHIPPING (at 140) 

Give us American ships and we shall speedily have American 
agents, American representatives, eager and able to push Ameri- 
can goods in the markets of South America, Africa, and the Ori- 
ent. American sailors, the sons and | brothers of American 
farmers, will have some interest in the freight they are carrying 
and some determination to help to advance the commerce and 
the influence of "God's country." To rely on foreign mer- 
chants, foreign | ships, and foreign seamen to find markets for 
the products of American farms and factories is weakness and 
stupidity unworthy of the American character, an affront to 
American common sense, and a flat surrender of | both letter and 
spirit of the Declaration of Independence. 

Suppose another war came upon us, as quickly and inevitably 
as the Spanish war of 1898. Would these foreign ship owners 
who have grown *| rich out of their monopoly of our ocean carry- 
ing send their ships to our aid? Would their foreign seamen 
fight our battles? That was an illuminating lesson which we 
had in 1898, when | we saw the foreign officers and men of the 
few European ships we did secure scuttling out of these crafts 
like so many rats, unwilling to serve a flag they did not like in 
a | war in which the> had no interest. 

Fortunately for the country, the war lasted only a hundred 
days. If we had met with a single defeat, we could not have 
manned another squadron, for it (exhausted all the trained 
officers and sailors of the United States to man the fleet of 1898. 
(264) 

Miner. 
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478. NATIONAL PROSPERITY (at 140) 

Sir : The running of a government is like running a great 
machine. Somebody is in charge all the time. This govern- 
ment of ours is not run by accident — at least it never has been 
during | the time the Republican party has been in control of it. 
There have been some other unfortunate periods in its history 
that amply justified the suspicion that it might then have been 
running by accident. | 

When you look out over this nation to-day and see the smoke 
rising from the hives of happy human industry; when you hear 
every wheel and every spindle singing the song of industrial 
delight ; when | you see the great white shafts of light shining 
out from the fiery throats of the myriad forges and furnaces 
across the blackness of the night ; when you see the unnumbered 
regiments of men that i | form the vast and peaceful army of 
labor move out each morning to occupy the mighty and produc- 
tive field of American industry, and countermarch each evening 
to homes — to American homes, if you please, filled | with all 
those luxuries and necessities that make the American home 
an ideal amongst the habitations of all men — sir, when you see 
all that, you will know that this result was produced by wisdom | 
and that it did not occur by accident. 

You may not see each and every hour all the governmental 
machinery that produces this result. You may never have seen 
a customhouse; you may never have|pOred over the tariff 
schedules. (250) 

CUSHMAN. 



474. APPROPRIATION FOR EXPOSITIONS (at 140) 

Hie gentleman from New York has always occupied the 
position toward other expositions, I believe, that he did toward 
our enterprise. He does all he can to defeat them, but after 
casting his conscientious vote | on the matter I do not see why 
the gentleman should worry so much about what the rest of us 
do with the Government's money. [Applause and laughter.] 

His attitude on this matter reminds me|of a conversation 
which took place between two colored men in the town where I 
live. They met on the street, and one of them said to the other : 
" Sam, do you know I am | pestered nearly to death ; my wife 
pesters the life out of me; it is money, money, money, all the 
time. It is a dollar to-day and two dollars to-morrow and two 
dollars and a half l | the next day ; she pesters my life out of 
me." "Jim," says Sam, "what in the world does your wife 
do with all that money?" Jim says, "I don't know; I never 
done give her | any." [Laughter.] That is the attitude of the 
gentleman from New York. Whenever a bill of this kind comes 
up, it just pesters the life out of the gentleman from New York; 
it is money | money, money, all the time ; nothing but money ; 
and then after it is all over, if any one asks him what became of 
the money, the gentleman from New York don't know, because 
"he never | done give them any." [Laughter.] (250) 

Maynard. 
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NOTE TO TEACHER 

All articles following this are counted and marked by twen- 
ties, the fifth twenty having, in addition to the mark, a figure 
which indicates the hundred. 

By dividing a minute into thirds, fourths, fifths, and sixths, 
speeds of sixty, eighty, one hundred, and one hundred and 
twenty words a minute can be easily obtained. The divisions 
on the second-hand of a watch will readily give the divisions into 
thirds, fourths, and sixths. 

To obtain a speed of one hundred it is recommended that an 
ink dot be placed on the dial of the watch at each twelve seconds, 
thus dividing the minute into five equal parts* This mark, if 
carefully made, will not disfigure the watch, and it can be 
erased if desired. 



"WHAT I WANT MY STENOGRAPHER TO KNOW" 

• 475. From a Bank President 

I want my stenographer to be a good grammarian, a correct 
speller, and an expert typewriter. (16) 
J. Edward Simmons, 

President Fourth National Bank, 
New York City. 

476. From a Manufacturer 

In my opinion, there is a decided advantage in a thorough 
education, no matter in what capacity one is employed. | As to 
the stenographer, however, it is essential that he or she be ac- 
curate ; able to spell properly and operate | the typewriter with 
reasonable speed and correctness. 

These qualities, coupled with courtesy in business, intelligent 
judgment, and interest in one's | work, will insure success. (64) 
John H. Converse, 

Baldwin Locomotive Works, 
Philadelphia. 

477. from a Magazine Publisher 

My stenographer should be as nearly myself, in the proper 
performance of her office duties, as is possible for any | person 
associated with another in business. She should, first of all, be 
so thoroughly well grounded in the style of | shorthand she 
writes, and so proficient in the use of it, that in transcribing she 
can reproduce in my letter | to my correspondent just the words 
which I have dictated. She should aiso be so well versed in 
the proper | formation of the letter, its paragraphing, its under- 
scoring, and in the use of all the punctuation marks, or special 
characters I 1 provided by her machine, that my correspondent 
shall catch the spirit of my communication and shall be enabled 
to absorb | the page before him exactly as though I were talk- 
ing to him in person. 

My stenographer should thoroughly understand the | use of 
pure English, so that, if by any possibility I err in dictation, 
she will be able to reconstruct | my sentences properly. She 
should also be so well versed in punctuation that the written 
page in this respect shall | be absolutely perfect and beyond 
criticism. She should be so thoroughly efficient not only in 
rapidly and correctly reading her |' notes, but also in the 
manipulation of her machine, that no error shall appear on 
the written page. My stenographer | should not use an eraser, 
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for her work should be so faultless that a blur upon the page, 
made necessary | by the use of a rubber, would be out of question. 

Not only should my stenographer be perfect and neat | in her 
work, but she should be equally perfect in her deportment and 
equally neat in her appearance. She should | be a Lady in every 
sense of the word, and while she should be courteous to all, she 
should know |' where to draw the line and should remember at 
all times and upon all occasions that she is a lady ;| that she 
should demand respect as such and accord to others ladylike 
conduct in return. The majority of stenographers fail, | or are 
constantly changing their positions, as much for the reason that 
at times they permit themselves to forget this, | as because of 
incompetency. 

The competent stenographer who makes up her mind to 
study carefully the business of her employer, | to watch his 
best interests at all times and in every possible way to relieve 
him of the worry of | 4 details and petty responsibilities, who is 
always pn time and is not afraid of doing a little more than 
she | is actually paid to do, will in every case prove a success in 
her profession and will in time reach | the highest place the 
business world is able to accord her. 

My stenographer is taking the dictation of this letter | to you. 
She is just such a one as* I have described above, and if she should 
make up her | mind to "strike " next Saturday night, rather than 
lose her I should agree to the advance desired if I were |* able 
to pay it. (504) 

E. N. Miner, Publisher The Phonographic World 
and Commercial School Review. 

478. From an Editor 

1. A stenographer should be able to read his notes; anybody 
can write shorthand ! 

2. He should at least know | by intuitive perception the words 
that he cannot spell. 

3. He should know the "touch-system" of typewriting. 
Eyes are | too useful to be employed in watching glass keys. 

4. He should familiarize himself with tfce proper names which 
figure | in his ordinary dictation. He should make a point of 
remembering the preferred forms of addressing the various per- 
sons whose | names he uses, their street numbers, and perhaps 
their telephone numbers, since the one who dictates usually 
drops into carelessness I 1 at the very point in which the result 
should be most exact. 

5. While taking dictation the stenographer should strive | to 
obliterate himself as much as possible by assuming a passive 
attitude in apparently complete indifference as to what is | being 
said. He should, in fine, avoid everything which tends to dis- 
tract the attention of the one who | is dictating. (162) 

R. L. O'Brien, 

Editor, Boston Evening Transcript. 

479. From a Business Man 
I want my secretary to train himself in the fundamentals of 
my business so as to be able to write | a letter with an intelligent 
understanding of the subject. 

A secretary is valuable just in so far as it is | unnecessary for 
his employer to dictate verbatim. He should be able to receive 
facts, and with these facts before him | write a # proper letter. (64) 

A. Lincoln Filknb, 
Boston. 
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480. From a Lawyer 

Some of the things an employer would like his secretary to 
know are: 

1. That it is not so much | what one does as the way he does it 
that counts. 

2. That a knowledge of spelling and punctuation is | as im- 
portant as a knowledge of shorthand. 

3. That speed without accuracy is a useless accomplishment, 
and that accuracy without | speed has little commercial value. 

4. That a good appearance and a courteous demeanor under 
all circumstances are worth cultivating. | 

5. That lack of punctuality in keeping your appointments 
and in fulfilling your promises will inevitably result in your 
losing I 1 the confidence of all with whom you are associated. 

6. That having once entered upon your work as secretary, 
that | work should have precedence over every other interest. 

7. That a careful appreciation of what you can do without 
reference | to your employer, and doing it, will make the day's 
work easier for him. 

8. That care should be used | not to assume a responsibility 
without a reasonable assurance that it will have the sanction of 
your principal. 

9. That | tact should be used in dealing with outsiders not to 
offend them in the effort to protect the time and |* convenience 
of your principal. 

10. That "tact," while implying a due regard for the rights 
and feelings of others, does | not imply the slightest deviation 
from the truth. 

11. That unswerving rectitude is an essential to true success 
in any | calling. 

12. That a disinterested enthusiasm for one's work implies an 
absence of consideration of the fact that certain specific J things 
to be done may be outside of the prescribed line of duty. 

13. That unbounded enthusiasm for one's work, | and a grim 
determination to master every task, will carry you triumphantly 
through many a difficult situation that to the | s worker without 
enthusiasm and stick-to-it-ive-ness would mean inevitable defeat 
and failure. 

14. That a conscientious daily | reading of a good newspaper 
is an excellent educator. 

15. That a retentive memory for names and faces, as well | as 
for facts, is important. 

16. That untidiness is inexcusable. 

17. That your knowledge of the business and private affairs | 
of your employer is a trust which you are not at liberty to share 
with others, even your associates in | business. 

18. That it is your privilege, as well as duty, to bring to any 
given task some helpful suggestion |* as to how it may be done 
better or more quickly, or possibly as to some less expensive or 
more | simple plan that could be substituted. 

19. That the ability to grasp with quick intelligence the im- 
port or intent of | instructions, even though hastily and roughly 
given, and to carry them out in spirit as well as to the letter, | 
is an accomplishment which can be acquired, and the acquire- 
ment of which is worth much painstaking effort. 

20. That every | duty well done makes the next easier to do. 

21. That unselfish performance of duty gives to the worker | § 
a dignity and joy that remains unaffected alike by friendly 
praise or unfriendly criticism. 
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22. That a well-nourished | body is essential to a well-bal- 
i anced mind. 

^ 23. That you must "prove faithful in the few things" be- 
fore | being intrusted with the responsibility of the many. 

24. That it is absolutely necessary to be sure of one | thing, 
— yourself. 

25. That you can make no real progress unless you have a 
t desire to do new things | as well as a desire to perform perfectly 

the old. 

26. That an ounce of loyalty is worth a |* pound of cleverness. 
(603) 

Louis D. Brandeis, 
Boston, 

481. From a Teacher 

The young man or the young woman who wishes to be success- 
' f ul as a private secretary should have a thorough | English edu- 
cation. A good high school or college preparatory course should 
precede the special training in shorthand and typewriting. It | 
> is true, of course, that the more education the prospective stenog- 
rapher possesses, the. better will be the opportunities for securing | 
the very best positions. Many who take a shorthand and type- 
writing course do not have more than a grammar-school | 
education. They can get, if they will, an education equivalent 
to a high school or college preparatory training by close | l and 
i diligent study during leisure hours. In almost every city in 
the United States there are excellent evening schools. By| 
attending one of these an ambitious stenographer may study 
and succeed in making up what he should have had before | 
beginning a secretarial course. The study of words, words, 
words, and their uses until a good working vocabulary is built | 
up that can be depended upon without the continual use of 
Webster, or Worcester, or any other standard dictionary, is | 
a time saver which is worth more than all the latest devices for 
1 speed attached to the best modern typewriting |* machines. My 
advice to the student of stenography who does not have a thor- 
ough working knowledge of the English language | is to obtain it 
as soon as possible, or give up the idea of ever becoming a first- 
class stenographer. | 

The technical preparation necessary for a good stenographer 
(besides shorthand and typewriting) is a rapid and legible hand- 
writing, a thorough | training in bookkeeping, commercial arith- 
metic, commercial law, and a working knowledge of all the up-to- 
date office devices. 

Stenographers | may have all of the above requisites and yet 
fail to advance to good-paying positions on account of the|* 
spirit in which they serve their employer. The spirit a stenog- 
rapher puts into his work is worth far more than | the skill and 
rapidity and accuracy with which his work is done. If the 
stenographer does not enter into the | spirit of his employer's 
business, he cannot give good service. Without heart service, 
. a stenographer is a mere machine — an | automaton. A man 
' cannot do his best in dictating a letter if the person noting his 
thoughts is not nervously | anxious that the expressions and sen* 
tences and phrases and words shall convey the, exact meaning 
intended by the dictator. Administer can compose his best 
sermons when his wife and family are in sympathy with his 
efforts, and the same | is true of a business man in composing % 
letter ; it is necessary that his confidential associates of the 
office | should be in sympathy with his undertaking. 
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Clean linen, clean finger nails, polished shoes, properly adjusted 
neckties, and spotless shirt | waists combine to produce an effect 
upon callers, employers, office associates, and the general at- 
mosphere of an establishment, which is | estimated in dollars and 
cents by the careful business man. These things too often appear 
to be trivial matters, but | s lack of appreciation of their value has 
caused many hard-working young men and women to lose their 
positions, or | to be rejected when the time came for promotion. 

Character is of supreme importance. A good character cannot 
be hid. | It will be exhibited in every movement and expression. 
The modulation of the voice, the lines of the face, and | the clear- 
ness or dullness of the eyes tell the story of the life that is back 
of them. They are | sufficient to give the close business observer 
an insight into the amusements, associates, and home life of his 
personal secretary. (600) 

Milton F. Staufper, 
Philadelphia. 

482. From a University President 

Most of the work of my stenographers has been to take down 
dictation that I read from penciled notes for | my popular 
articles, my academic lectures, and especially for my books. 
The latter are often somewhat technical, and I do | not expect 
any one to come trained in their nomenclature, but I like my 
stenographer to be ready and apt | to pick it up as the months 
go by. I think the limitation I more often note is a restricted | 
English vocabulary, so that words in common use in popular 
literature are not understood or are misunderstood. Another 
common defect I 1 is a lack of sentence sense, so that structural 
errors I sometimes make, even in such matters as the use | of 
plurals or singulars, are not corrected. 

Another thing desirable in a stenographer is ability to see 
articles through the | press and eliminate the grosser errors. 

My stenographer has charge of the office, and here the quality 
I desire is lability to relieve me of responsibilities. I have 
had stenographers who would file correspondence concerning a 
lecture, make out train | times, telephone for tickets and sleepers, 
and hand me a memorandum of the hour, place, and topic of 
each lecture, |' and not make errors. It is a great help, too, to 
have appointments scheduled, and to be notified of them | each 
day. 

Another point I wish my secretary to observe is proper reti- 
cence about office and personal matters. 

Again, there | is what I can hardly designate save by the 
phrase "sense of style"; and I consider it important that a| 
stenographer should realize it is worth while to take pains with 
the style of paper, envelopes, handwriting; and to give | things 
a mark of distinction. 

Pliableness about hours is a point in which stenographers differ 
greatly. Some are very ready |* to give an extra hour or two, 
day or evening, and take it off from the scheduled time when 
they | can ; others are a little perturbed at being asked to do this. 

In this position, it is of very great | help to me if a stenog- 
rapher is able (as only a few I have had can do) to pronounce 
readily | French and German ; especially when my eyes have 
been overstrained, this service has been a Godsend. 

One of the duties | Here is keeping tab on the appointees and 
prospective students for the following year. The revising of 
catalogues and the | 4 making of a list of those to whom our cata- 
logue is to be sent, is another item of importance. 
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In | my experience, stenographers differ greatly in the degree 
in which they systematize their work, some having very little 
system and | some being prone to over-systematize; and they 
perhaps differ still more in the proportion of the office business 
they | carry in their own heads and that which they must refer 
to files, cards, or notes for. There are those | Whose memory for 
names and even addresses is phenomenal, while others make 
little effort to recall these, but trust to | s notes and files. 

Sometimes when I have found it necessary to have extra 
help, I have been obliged to employ | at short notice any one I 
could get, and have been astounded to realize how ignorant the 
average girl who | has not gone beyond the grammar school 
really is. Her vocabulary is amazingly restricted to the most 
commonplace words, and [she is completely phased and stumbles 
blindly at anything else. 

Of course there is an immense difference between the quali- 
fications | needed for an ordinary business house, where the rou- 
tine is soon learned, and an office like this, which I should |" judge 
affords an education in itself which might be made of the great- 
est value, and which I should prize for | a daughter of mine, if I 
had one. Many so-called stenographers I have found so abso- 
lutely stupid, slow, ignorant, | unskilled in both stenography and 
typewriting, that I have waked up to the fact that I have utterly 
wasted a | day or two — I could not possibly recognize the mean- 
ing of the things I had dictated. The difference between good | 
and bad in this field is almost immeasurable. 

I have an ideal of a helper who might, I believe, almost 1 
double my own efficiency, and whose departure would leave me 
wretchedly distraught and ineffective, so dependent should I 
be upon | her. (721) 

G. Stanley Hall, 
1 President, Clark University. 

483. From a Statesman 

I am interested in the profession for which you are preparing 
yourselves. I have had much to do with stenographers | in the 
last ten or fifteen years, and I have come to rely very largely 
upon the stenographer and typewriter, | and I need not say more, 
to assure you of the high opinion 1 have of your profession, than 
that | my wife is my assistant and has mastered a shorthand 
system and uses the typewriter. She has learned this in | order 
that we may be together more — that we may have more matters 
in common — and I have found it I 1 a great advantage, as well 
as a great pleasure, to dictate to her. The fact that I have thus 
been | able to utilize her hand and her brain has given me a con- 
ception, I think, of the value of intelligence | in the reporter — 
in the stenographer. 

You are engaged in a work where you can combine the work 
of the | hand with the work of the brain. It is not a manual 
labor in the sense that only the hand | is employed, but just in 
proportion as the mind and hand can work together, the plane 
of the work is | 3 raised and the pleasure of the work is increased; 
and my observation has led me to believe that the stenographer | 
can utilize brain power as well, if not better, than any other 
person who has manual work to do, and | all mental training is 
of service to you. 

Other things being equal, the person who can bring the largest 
amount | of discretion, the largest amount of trustworthiness, 
may I say, into the work, will have the greatest success. (278) 

William Jennings Bryan. 
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484. From a Minister 

A secretary of a pastor should ha^ve, in addition to his skHl 
in stenography, a general knowledge of current literature | and 
a patient disposition. Courtesy and kindness must characterize 
•every action, and his gift for remembering names should be 
constantly | enlarged by persistent self-discipline. The position 
as secretary to an active pastor requires a sincere interest in 
humanity generally, | and a knowledge of human nature suffi- 
cient to read character by a glance at a visitor. Such a secretary 
is | very valuable to a minister, and soon makes for himself a 
place of his own which commands the respect of I 1 the public. 
He is the trusted, confidential helper and adviser of the pastor ; 
and they labor together as one for | the bettering and blessing of 
humanity. It is a position where the true gentleman or lady 
soon finds many sincere | friends, one in which it is supremely 
pleasant to feel that duty, business, and the joy of doing good 
are | beautifully combined. (162) 

Russell H. Conwell, 

Pastor, Baptist Temple, 

Philadelphia. 
485. From a Managing Editor 

A private secretary is in almost all cases also an executive's 
stenographer. The secretary must, therefore, first of all, be | a 
good stenographer, much above the average in taking dictation 
rapidly and accurately, in transcribing it neatly and accurately, 
and | in making such corrections in the dictated matter while 
transcribing it as to make it grammatically correct. These are 
in | my opinion the three necessities of a good stenographer. 

The secretary must also be a good correspondent, because she 
should | handle a great deal of the executive's correspondence 
without being compelled to consult him ; and when letters are 
turned over I 1 to the executive, he does not answer them in the 
form of a dictated reply, but simply indicates to the | secretary 
what the reply should be. She must put these short comments or 
suggestions of notes, which the executive makes, | into the form 
of a well-written, smoothly running, tactful letter. 

The secretary should know as much about the details | of the 
executive's work as he does himself. She cannot be expected 
to know how to do his work, but | she should know the details 
of what is being done, so that only a word or phrase from the 
executive | 2 will be necessary in giving instructions or asking in- 
formation, rather than a long involved explanation which would 
be needed if | the secretary were not in close touch with the 
details of the work. 

Finally, the secretary should know the executive's | business 
acquaintances in order that she may understand what attitude 
to take toward them, how to meet them, how to | talk and write 
to them. 

The secretary should have tact, good address, ability to meet 
people, for the wise executive | will allow his secretary to meet 
at least five out of every ten people that wish to see him, and | 8 if 
the secretary have these qualities, the visitor will go away from 
the meeting just as content as if he | had conducted his trans- 
action with the executive himself. 

These five things — stenography, correspondence, the details 
of my work, my business | acquaintances, the way to meet callers 
— are what I want my secretary to know. (354) 
T. J. Zimmerman, 

Managing Editor of System. 
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486. THE QUALIFICATIONS OF A GOOD STENOGRAPHER 

The teacher of commercial branches has a much more difficult 
position to fill now than he had twenty years ago, | as the 
possibility of saving time through competent assistants is being 
appreciated more every day. , 

The best systems of shorthand | and the most scientific methods 
of operating the typewriter do not equip students too thoroughly 
for the work before them. | If these facts were fully appreciated, 
there would be a readier obedience in following implicitly daily 
instructions. Many students have | developed into poor stenog- 
raphers, not from lack of original ability, but from failure to 
place the mind in a receptive I 1 condition so that every detail of 
school instruction would be assimilated as a law. There can be 
no latitude of | thought or practice on the part of students when 
absorbing the principles of a shorthand system. The applica- 
tion of a | principle never changes, even after years of experience 
have added common sense and ability to decipher outlines. 
Constant practice in | training the fingers is the only pro- 
cess which will wear away the awkward angles and mold the 
shaky lines into | notes intelligible to any one who understands 
the art. The shorthand writer who does not make outlines 
legible to another |* writer of the same system cannot hope to 
become a good stenographer. Long words frequently give the 
least trouble ; an | unfamiliar outline will have impressed itself 
upon the writer's mind to such an extent that it is almost carried 
in | the memory ; the little words neglected by the careless stenog- 
rapher are the ones to which the most importance may be| 
attached, and, as a rule, are the hardest to read. 

A stenographer's worth may always be estimated by the ac- 
curacy | with which articles, prepositions, and conjunctions are 
transcribed. Figures and quotations demand extra care; the 
tendency to transpose figures is | s most prevalent among inex- 
perienced stenographers, and may result in loss to employers. 

Granting that the stenographer has a sufficient knowledge | 
of orthography and punctuation to take care of the mechan- 
ical details of sentence construction, the prime requisite is 
common sense. | Perhaps the simplest and safest rule for a stenog- 
rapher to follow is never to put on paper anything which does | 
not appeal to the understanding. In a business employing many 
technical terms, it is not expected that the stenographer will | 
know as well as the dictator what they mean, but the word basis 
of any sentence cannot be composed wholly |* of technical terms, 
and if the stenographer fails to comprehend the import of a 
letter, it is likely that the | recipient will be equally in the dark. 
When the transcript has been completed, it should be read very 
carefully, and | typographical and other mistakes corrected im- 
mediately — long experience and perfect familiarity with the 
work will never lessen the need of | this precaution. 

Learn by experience, and welcome criticism of mistakes. The 
temperament that becomes stubborn with merited reproof 
invites a | recurrence of the unpleasantness. 

A stenographer getting $5 per week must devote every energy 
to his task as willingly | s as if he drew $25. "Those who never 
do any more than they are paid for are never | paid for any more 
than they do." 

Perhaps, after all, the secret of greatest success lies in the 
stenographer's appreciation | of the fact that he is as much in bus* 
ness as his employer, only the latter furnishes the capital. (559) 

Archibald Cobb. 
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487. THE IDEAL SECRETARY 

My favorable experience with my secretaries has taught me 
to expect as well as to appreciate certain essential qualifications 
and | to attribute these virtues to the ideal secretary. 

It is of course understood that the secretary is employed to 
assist | her employer and to further his work. She should there- 
fore make herself familiar with it as rapidly as possible. Igno- 
rance | of any detail necessitates explanation or hinders the mes- 
sage to be delivered. The ideal secretary, therefore, uses every 
possible means | to secure a complete and sympathetic under- 
standing of the activities in which her employer is interested. 
This may mean at I 1 first additional study and reading outside 
of the required hours, but it will amply repay her effort in 
increased helpfulness. | 

The new task, with its new interests, will naturally be asso- 
ciated with a somewhat new vocabulary. Every employer is 
accustomed | to certain lines of thought which will be indicated 
in his vocabulary. Variations which may seem to the secretary 
nonessential | will to him cause a marked difference in meaning. 
Absolute fidelity to dictation is therefore indispensable: If the 
secretary questions | her mastery of the word or phrase, she should 
at once rsk for its repetition in order that the transcript |* may 
be perfect. The ideal secretary will understand from the begin- 
ning that her interpretation of the employer's thought may 
differ ) from his own and that he has the right and privilege of 
insisting upon his version of the matter. Happily | the mastery 
of the vocabulary comes with patient attention and with added 
familiarity. It is needless to say that this | power greatly in- 
creases the value of the secretary's services. 

The ideal secretary adjusts herself to the requirements and 
interests of | a business or profession, and for the time being sinks 
her own personality, losing it in the larger life into |' which she 
has entered. As she takes dictation she becomes for the time 
being an instrument of record. This temporary | self-effacement 
marvelously assists the one who is thinking, dictating, and de- 
ciding at the same time. A slight interruption, a | playful re- 
mark, wriggling in the chair, an attitude of impatience or of 
unrest may make the task of the employer | doubly difficult and 
hinder the completion of the essential thought. While initiative 
and judgment are imperative, this seemingly opposite virtue | 
of self-effacement is equally indispensable. The employer of 
the ideal secretary has every cause to be grateful to her | 4 for 
this attitude, which indicates the forgetting of self in the in- 
terests of the chosen work. 

Another virtue which the | employer prizes beyond words is 
the unfailing accuracy of his methodical secretary, who always 
puts everything in the right place, | often supplying his lack in 
this regard. He does not need to remember the multitude of 
details which she remembers. | He need not study nor think 
where anything is because she keeps everything in its place and 
remembers for him. | Such method is like addition; it is useless 
ft not absolutely accurate. It comes only with constant self- 
discipline and |* schooling, but it is well worth the price. 

Added to these qualifications must be judgment in subordi- 
nating nonessentials to essentials ; | alertness in recognizing the 
important thing to be done at the next moment ; tact and alert- 
ness in meeting emergencies and | filling deficiencies ; readiness 
for initiative in the employer's absence, yet care never to exceed 
the bounds of personal prerogative ; the | courtesy which stands 
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for constant recognition of the rights and feelings of others ; and 
a dignity of demeanor that speaks | the womanly character which 
is, after all, the most essential qualification of the ideal secre- 
tary. (595). 

Sarah Louise Arnold. 

488. BE COMPETENT 

The demand is not merely for stenographers, but it is for com- 
petent stenographers; men and women of judgment, discretion, 
and | ability; men and women who write good shorthand and 
who are able to read what they have written — not after | the 
fashion of translating an Egyptian hieroglyphic, but with ease 
and dispatch. 

The resolution which I would have you take | to heart fa a 
resolution to be thorough. Shorthand as a means to an end, as 
has been amply demonstrated, | is all right, but if the end is 
worth the having, we must devote ourselves to the means as if I 1 
it were the end. We frequently hear the professions of law and 
medicine referred to as jealous professions ; neither of | them is 
more exacting than the profession of stenography. The biog- 
raphy of every man who has achieved success in it | is a tale of 
constant endeavor, tireless practice, and application. (150) 

Dudley M. Kent. 

489. COURTESY 

George G. Williams, president of the Chemical Bank of New 
York, once wrote a sentence that I am fond of | quoting. It is 
this: "If I could command the language of twenty nations, I 
would preach courtesy to them all. | It is the Aladdin's. lamp of 
success." 

Courtesy is a distinct business asset to everybody, but it is 
particularly valuable | to the stenographer because he is so often 
the personal representative of his employer. He or she who 
thinks that | taking dictation and transcribing it is all there is to 
the stenographer's calling is doomed to remain in the ranks. I 1 
Courteous attention while others are speaking, removing your hat 
in the presence of ladies (if you are a young man), | asking the 
visitor if you can be of service or if he will leave a message or 
a card when | he calls at a time when your employer is not in, 
being pleasant, considerate, and attentive — these are some 
of | the things that, in addition to the reward that comes in the 
consciousness of right thinking and right doing, manifest | 
themselves eventually in the pay envelope. (186) 

The Stenographer. 

490. SHORTCOMINGS OF STENOGRAPHERS 

The principal shortcomings of stenographers are: (1) their 
modern "education," — they have heard of the nebular hypoth- 
esis and have been | taught many of the popular fads of the day, 
but they do not know how to write English understanding^; 

(2) | ignorance of the principles of punctuation and capitalization; 

(3) inability to spell common English business words ; (4) lack 
of knowledge | of the geography of this or any other country, — 
they cannot spell the names of the principal cities, and do | not 
know the names of the states in which they are situated; 
(5) meager knowledge of the system of shorthand I 1 they pre- 
tend to write; (6) lack of general information; (7) failure to 
give intelligent attention to business. 

The stenographers who | can pass high an examination along 
these lines do not complain of poor pay. (134) 

New York Sun. 
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181. THE VALUE OF ENGLISH TO THE STENOGRAPHER 

To the stenographer who would make the most of his oppor- 
tunities — and the word "his 1 ' in this case must be | assumed to 
include women as well as men, for there are female stenographers 
whose incomes exceed those of United States | Senators — a mere 
knowledge of the shorthand strokes and the ability to put them 
down at the rate of from | one to one hundred and fifty words 
a minute so accurately that they can be transcribed on the type- 
writer at | from twenty-five to fifty words a minute, are among 
the qualifications easiest to acquire. The principles of any sys- 
tem I 1 of shorthand are not difficult to memorize, and few young 
people are so lacking in skill that in the course | of from six to 
nine months, sometimes in even less time, they cannot attain a 
fairly high stenographic speed. 

But | is the young man or woman who has reached this point 
necessarily fitted to take his place in the ranks | of an exacting 
profession and make a success of it? On the contrary, if he 
has not a broad general | knowledge, if he has not a good founda- 
tion in the common branches, he will find himself so hopelessly 
handicapped that |* in all probability he will, sooner or Later, in 
desperation turn his attention to some other line of work with | 
the declaration that there's nothing in shorthand anyway and 
any young person is foolish to take it up. And the | rock on 
which a large proportion of the promising stenographic careers 
are wrecked is ignorance of good English. 

In no | profession is there more demand for good English than 
in stenography. The lawyer may deliver a masterly address 
before a | jury with only a half knowledge of the language he 
speaks. The* doctor may practice successfully and round out 
an | s honorable career with only an imperfect appreciation of the 
correct use of words. But if the stenographer is lacking in | 
knowledge of English, every line he writes on the typewriter will 
stand like an accusing angel declaring his fault. 

There | are two conditions under which a stenographer whose 
English is faulty is sure to fail — if his employer is equally | 
lacking in knowledge, and if his employer is not. In the former 
case, the end will come even sooner than | in the latter. Thou- 
sands of business men pay their stenographers good salaries 
for jiot transcribing the sentences as they are | 4 dictated, and the 
moment such a man discovers that he is being made ridiculous 
before the public through the inefficiency | of his assistant he will 
find it convenient to make a change. The man who himself knows 
how the language | should be written may have the time and in- 
clination to try to reform his stenographer's English, if he has | 
a personal liking for him, but unless the latter appreciates the 
desperate nature of his need, he will soon -find | himself back to 
the typewriter agency and later on will be driven to invest the 
last of his savings in | s the promise of one of the last resort em- 
ployment bureaus which are always awaiting the incompetent. 

While the personal appearance | of the applicant for a position 
may take the eye of the employer for a moment, and the speed 
with | which the dictation is taken when the test is given will have 
its due influence, the final and decisive test | is the letter laid 
before him. If it is properly constructed and properly punctu- 
ated, notwithstanding the fact that it may | have been dictated 
as one continuous sentence without break or pause, the personal 
appearance of the stenographer may be forgotten | e and his lack 
of speed overlooked. But if the imperfect English tells the story 
of opportunities wasted, 1 le employer will | rightfully conclude 
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that the opportunities of his office would receive no greater 
consideration at the hands of the applicant. 

The | failure which is ascribed to a dozen causes by the dis- 
couraged applicant, which leads to his dismissal from place 
after | place for whatever reason the employer may feel inclined 
at the moment to give, will in a vast number of | cases be found 
due to inability properly to handle the English language. And 
until he appreciates this fact, he will | 7 be unable to understand 
how it is that other young people with less native ability, per- 
haps with less energy and | many apparent defects, will be so 
uniformly successful while he is unable to hold a position. The 
beginner must be | brought to realize that no success is possible 
in his work unless he is capable of something better than he | is 
doing, and that even if his slovenly work is tolerated because 
it can be had for little money, advancement | will pass him by. 
Promotion will come to others but not to him, and at last be 
will become such |* an eyesore that he will be given to under- 
stand that he is not a desirable member of the force. 

English | may, in a few business schools, be an elective, and 
the pupil, no matter how great his need, may be | permitted to 
take it or not as he chooses, but it is not an elective in the busi- 
ness office. The | day of the inefficient stenographer has gene 
by, and the amanuensis who is deficient in his English is the 
most | hopeless and the first to go. (886) 

Horace G. Healet. 



492. MIND YOUR OWH BUSINESS 

An article used by many schools in a comparative test in type' 
writing in 1908 

Nine tenths of all that goes wrong in this world is because 
some one does not mind his business. When | a terrible accident 
occurs, the first cry is that the means of prevention were not 
sufficient. Everybody declares we must | have a new patent 
fire escape, an automatic engine switch, or a high-proof non- 
combustible sort of lamp oil. | But a little investigation will 
usually show that all the contrivances were on hand and in good 
working order; the | real trouble was that somebody didn't mind 
his business; he didn't obey orders; he said, "Just this once 
I'll take I 1 the risk," and in so doing, he made other people take 
the risk too ; and the risk was too great* | In Canada, in 1904, 
a conductor, against orders, ran his train on a certain siding, 
which resulted in | the death of thirty or forty people. The 
engineer of a mill *at Rochester, N.Y., thought the engine 
would | stand a higher pressure than the safety valve indicated, 
so he tied a few bricks to the valve to hold | it down; result- 
four workmen killed, a number wounded, and a mill blown to 
pieces. The Gity of Columbus, an |* iron vessel fitted out with all 
the means of preservation and escape in use on shipboard, was 
wrecked on the | best-known portion of the Atlantic coast, on a 
moonlight night, at the cost of one hundred lives, because the| 
officer in command took it into his head to save a few ship 
lengths in distance by hugging the shore, | in direct disobedience 
to the captain's parting orders. The best-ventilated mine in 
Colorado was turned into a death trap | for half a hundred 
miners because one of their number entered with a lighted lamp 
the gallery he had been | s warned against. (302) 
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493. WHY STENOGRAPHERS FAIL 

The causes of failure among stenographers are many and 
various, but the majority of them may be divided broadly into | 
two general classes. The first is insufficient education or in- 
adequate technical training, which leaves the stenographer 
ignorant of many things | which he may reasonably be expected 
to know, and unable to perform with satisfactory skill the tasks 
required of him. | The blame for this must rest upon the schools, 
upon the students, or upon both. The second cause is lack| 
of common -sense or gumption which would enable the stenog- 
rapher to make the most of his powers. This fault must I 1 be 
charged to the stenographer himself, or to the scapegoat, hered- 
ity. 

Some fail from lack of shorthand speed. They write | halt- 
ingly, betraying the greatest ignorance of the principles of the 
system, resorting frequently to the use of longhand in writing | 
unusual words, proper names, etc. Others, who seem to write 
readily enough, transcribe slowly or inaccurately, from inability 
to | read their notes fluently. But observation and inquiry 
show that these deficiencies, bad as they are, are neither the 
most | common nor most troublesome to employers. 

Lack of speed, accuracy, and taste in typewriting causes more 
complaint than does slowness |* in shorthand. Perhaps this is 
because the typewriting is about all of the stenographer's work 
that comes directly under the | employer's eye. But certain it 
is that the lack of finish — proper arrangement of the matter, 
width of margins, paragraph | indentations, etc., — is a fruitful 
source of complaint among discriminating employers. 

But more frequent than all is the complaint | that stenog- 
raphers write senseless transcripts, showing gross ignorance of 
the meaning of the language used by the dictator. For exam- 
ple, | a stenographer wrote epidemic where he should have 
written academic; instance instead of instant, etc. His knowl- 
edge of words | s was not sufficient to protect him from such 
ridiculous mishearings. No doubt he wrote what he thought 
he heard, and | equally no doubt he "had it in his notes," but he 
should have known better. 

Sometimes it is the spelling | that is erratic, changing principle 
to principaZ; their to there, etc. Again it is the punctuation 
that is hopelessly | bad, ruining what would otherwise have 
been creditable work. And as for hyphens and apostrophes, 
to most stenographers they are|a pet aversion, and the 
average stenographer's use of them is a nightmare to his 
employer. 

But some stenographers whose | 4 natural abilities and ac- 
quired skill are ample fail because of some personal peculiarity or 
weakness easily curable by tht, application | of common sense; 
such as a grumpy manner, a slovenly or untidy appearance; 
laziness, manifesting itself in tardiness, clock-watching, | absent- 
mindedness while on duty, inattention to the requirements of 
the work in hand, attempting to mix work with play, | etc. 

Success is comparatively easy to the stenographer who will 
make use of what judgment and intelligence he has, | who is will- 
ing to work and to think about his work and all that pertains to 
it while working, instead | 5 of permitting his wits to go wool-gath- 
ering amid social or other matters foreign to his task. Thought- 
less, misdirected effort | is responsible, in one way or another, 
for many stenographic failures. (531) 

J. E. Puller. 

ELD. DICT. EX. — 11 
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494. PUSH VERSUS PULL 

The question is presented to every young man early in his 
career as to the means by which he proposes | to achieve success. 
One of the means that he considers is his own inherent strength. 
his own determination to succeed, | his own willingness to put 
forth the necessary effort to succeed, and in opposition to that 
is presented the problem | ef securing the influence of some one 
else for advancement, and to be advanced because of another's 
influence, standing, or | position. The lazy man, the man 
who lacks self-confidence, the man who "sees not the rose, but 
the thorn "I 1 will excuse failure before he fails because he has not 
been equipped with a "pull" and will attribute failure at | every 
point in his career to the fact that he lacked pull, influence, 
friends in high positions, relatives who were | wealthy, etc. 

Merit requires no pull, energy requires no influence, industry 
requires no backing except the inherent power, the | inherent 
pull, the inherent influence that industry, energy, and deter- 
mination to succeed attract to themselves, because each of them 
is | a magnet and each makes friends, makes influence, and makes 
for success. 

A stenographer who secures advancement because of influence |* 
seldom, if ever, has his ability taken into consideration, but is| 
selected for a position because he is "the superintendent's! 
cousin," "the president's nephew," "a relative of the judge," or 
"a friend of the committee-man." On securing his position | he 
is seldom, if ever, intrusted with work requiring ability or en- 
ergy or confidence, and justly so, because he secured | his 
position not through ability, energy, or demonstrated fidelity, 
but because of influence. No man feels this more keenly than | 
the poor victim of such a position. " As men regard one, so is 
he," and as this knowledge continues to | s grow upon the victim 
through his realization of the regard in which he is held, it 
finally becomes a fact | with him : " I hold my position, not 
through my ability as a stenographer ; my opportunities for ad- 
vancement are not dependent | on my efforts, but my position 
depends on my 'backer'; my advancement depends upon my 
'backer.'" Such a man either | secures a life berth or else his 
backer loses his backing or dies, and the victim is left for the | 
first time in his life, perhaps well along in years, with a stunted 
self-confidence and self-reliance, which through | 4 lack of exercise 
of their proper manly functions, have remained weak and child- 
ish, but on them he has to rely | for success in the future. 

Compare such a man with one who secures his position abso- 
lutely and entirely through merit. | He knows that he holds his 
position because he is delivering one hundred cents on the 
dollar, or more likely | five hundred cents on the dollar, for every 
dollar that he gets; he knows that the job needs him as | much 
as he needs the job; if he is an official court reporter, he knows 
that the judge has selected |* him, not because of friendship or 
pull, but because he is an exceptionally good stenographer, 
exceptionally accurate, exceptionally careful, and | of necessity 
especially well qualified. It makes little difference to him if the 
election goes wrong, -for in these days | stenographers of this 
character are so scarce that even if some one else should secure 
his job, he can truthfully | say, "my services are in demand; J 
can do anything that can be required of a man in my position ;| 
if I do not remain here, there are other places equally good, 
if not better, where my services will be |* appreciated." (601) 

William L. James. 
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405. SPEED 

The essentials for acquiring high speed in shorthand, in my 
opinion, are an absolute finger-tip knowledge of the theory | 
of the system ; a light and neat style of writing, the writing of 
the same characters always for a word ; | and continuous prac- 
tice on all kinds of matter. My own method of practice has 
been to find out the best | form for each word, and always use 
that form ; to have daily practice on newspaper leading articles 
and speeches, read | as fast as you can talk, without knowing 
the rate of speed ; to note all unfamiliar words ; to take dic- 
tation I 1 practice from an experienced reader. (105) 

Sidney H. Godfrey. 

496. SUGGESTIONS FOR GAINING SPEED 

1. Most important of all is the acquirement of a thorough, 
second-nature familiarity with the principles, and the adoption | 
of a certain, unvarying way of writing every common outline. 
This will eliminate mental hesitation in writing. 

Much slovenly written | shorthand is improperly attributed to 
faulty hand movement. Though we may not realize it, the 
ill-shapen notes are really due | to the brain's being so overoccu- 
pied with the halting, harrowing, laborious process of forming 
mental conceptions of outlines, that | it is powerless to give any* 
thing like a proper direction to the hand. 

2. .Write carefully formed, mediumnsiaed notes, I 1 with a fine 
pointed, flexible pen (such as Gillott's 604EF or Spencerian 
No. 1), upon smooth, | calendered paper, using jet black ink 
(such as Higgins' "Eternal" writing fluid). Let the unshaded 
strokes be fine " hair lines " ; | let the shaded strokes be broad 
and heavy, and made with a bold, firm stroke of the pen. 
I think | it well to poise the hand on the tip or first joint of the 
little finger, to hold the wrist | high, and to hold the pen as nearly 
vertical as possible. Place the outlines in the same natural 
rhetorical groups |* as those in which the words themselves are 
spoken, leaving from three eighths to half an inch space between 
the | groups and packing the outlines in each group as closely 
together as possible. 

3. la practice, write all shorthand notes | so slowly that you 
will be able to read them fluently and accurately. Read every- 
thing that you write, aloud, as | though to a jury, making short 
pauses, for natural expression and emphasis, between the groups 
of outlines. It is excellent | practice to read well-written notes 
the second and even the third time, aloud. No matter how 
slowly you may |' be writing, take the greatest pains with your 
notes. When you are reading, no matter how perfect the notes, 
concentrate | your mind to the utmost upon them. Aim to com- 
prehend the outlines, not singly, but in groups, and to "look J 
ahead " at' least one group. 

In this way, your shorthand development will be whole- 
some, substantial, and well balanced. Beware of | " mushroom " 
speed, attained at the expense of your reading ability and the 
quality of your shorthand. It may seem strange | to you that 
slow practice should develop more speed than fast practice, but it 
is nevertheless the fact. Shorthand practice | 4 at too high a speed 
58 worse than useless as speed practice. Poring over slovenly 
notes and laboriously digging out | their meaning is, so far as add- * 
ing to your reading ability is concerned, an utter waste of time. 

For one | who has been properly trained, it is just as easy and 
natural to write well-formed, instantly readable notes, all | day in 
court, as to write poor notes. It is largely a matter of habit. 
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4. While your advancement will | depend, in great measure, 
upon the extent of your practice, it will depend, in far greater 
measure, upon the earnestness | s and concentration of that prac- 
tice. Remember that an hour's practice when you are wide 
awake, alert, and eager, is worth | three hours' practice when 
you are tired and stupid. 

Follow unswervingly the shorthand gospel as laid down for 
you by | those whom you have chosen to follow, and do not waste 
your time in fruitless discussions with other tyros, like | your- 
self, as to how you make this or that outline. Be humble, 
earnest, and faithful -^ not chatty and know-it | -all. Some 
writers will show more improvement in one year than others 
will in five. Why not be of the |* former class ? (602) 

Clyde H. Marshaxi* 

497. THE ATTAINMENT OF SPEED 

Nothing has been more clearly revealed to successful stenog- 
raphers to-day than the fact that high speed is the result of | 
hard work. Genius, the philosophers agree, is only the ability 
to apply and concentrate all energies assiduously to one subject | 
almost to the exclusion of everything else. The really great 
writers of shorthand are the plodders — those to whom the | 
slightest detail of the art is a matter of deep study and practice. 

In my experience I have found that | six rules in speed prac- 
tice must be carefully- followed, viz. : (1) Study for accuracy 
first of all. (2) Copy new | l matter into shorthand carefully. 

(3) Have a good dictator read to you at no greater speed than 
you can take, | consistent with perfect reading back of notes. 

(4) Always read back what is dictated. (5) Don't make impos- 
sible phrases ; phrasing | aids speed very materially, if not over- 
done. (6) By all means use a pen. 

The groundwork of your system of | stenography is an im- 
portant element. Detail of outline and comparison of con- 
flicting strokes must be carefully studied. You must exclude | 
from your mind the idea that the shortest outline is always the 
best — very often it is the worst — though |* experience will 
teach you many things that a shorthand author never dreamed 
of in his rarest flights of imagination. 

For | years I have followed the plan of copying new matter into 
shorthand at least one hundred times (each article), especially | 
any new phrase, contraction, or shortcut I am about perma- 
nently to adopt in my reporting work. 

If you would make | copper-plate notes, you must follow this 
copying system carefully and conscientiously — it gives a firm- 
ness to notes and enables | one to read them instantly. 

There can be no doubt that constant dictation by a good 
reader materially aids in | s the attainment of speed, but a poor 
dictator is an abomination, and, in my opinion, worse than none. 

So, to | sum it all up, to become an accurate stenographer, 
study your system of shorthand carefully anoV review it con- 
stantly; to | make copper-plate notes, copy new matter inces- 
santly, study each stroke as you go along, not forgetting the 
little things ; | to attain high speed, receive dictation from a good 
reader, read back what you write, note your mistakes, and copy | 
the corrected outlines over many times; to acquire ease in 
writing, use a pen, if possible. 

By combining all these | 4 elements of speed and practice you 
cannot help becoming a rapid and accurate writer — always 
remembering that genius is only | the result of hard work. (425) 

Willard B. Bottoms. 
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498. MORE IMPORTANT THAN DICTATION 

There is no one tendency that is more characteristic of all 
shorthand students than the desire to rush into dictation! 
practice before they are properly prepared for it." There is no 
more important subject to the pupil than dictation, and | none 
which is more abused. It is regarded by most students, and 
unfortunately by many teachers also, as the magic | medium 
through which good, bad, and indifferent shorthand writers 
will in some mysterious wax become rapid and efficient stenog- 
raphers. 

Until | the shorthand student is able to write any word in the 
vocabulary of an ordinarily well-educated man without exer- 
tion I 1 or hesitation, he is not properly prepared for general dic- 
tation. This presupposes a real mastery of every principle in 
the | system so that the principles required for the representa- 
tion of any word can be marshaled and coalesced into that 
word | as naturally and easily as the letters of the alphabet slip 
from the pen point in writing a word in | longhand. I repeat, 
until that time is reached, the shorthand pupil is not prepared to 
derive the greatest benefit from | general dictation. This does 
not apply to taking from dictation the exercises and word lists 
encountered during the study of phis system — which is of 
course a good thing. 

Expert shorthand reporters fully recognize the fact that dicta- 
tion alone will | not make an expert stenographer out of a man who 
is not properly prepared. They know if a man starts | his report- 
ing career with a maximum speed of one hundred and seventy-five 
words a minute, that in all probability | he will still be writing 
one hundred and seventy-five to one hundred and eighty-five 
words a minute ten | years later, no matter how much shorthand 
he has written in the interim — unless he has endeavored to 
improve his | 3 style of writing by systematic, intelligently di- 
rected efforts and study, and not by merely taking quantities 
of dictation. 

I wish | to invite attention to a most important fact which is 
generally overlooked entirely, namely that until a speed of at | 
least one hundred and twenty-five words a minute is reached it 
is not necessary to execute the shorthand outlines | rapidly. It 
is only requisite that the outlines shall be written promptly, 
smoothly, and continuously with a steady, even motion | and 
without loss of time. A really expert shorthand writer will 
have cultivated this ability to economize time and effort | 4 to 
such a degree that he can write one hundred and fifty words in 
a minute on ordinarily easy matter | without once making a 
rapid pen stroke — simply by keeping the pen point ceaselessly in . 
motion and not wasting a | fraction of a second from the begin- 
ning to the end of the minute. 

Contrast the operation just described with the | spectacle pre- 
sented by the average shorthand pupil while taking dictation. 
The pupil will write one or two simple words that | he has "had " 
before easily and without hesitation ; but the moment a some- 
what unusual word is encountered his brow becomes | 5 wrinkled 
and -knotted with the effort to bring together hazy and half- 
mastered principles, his pen or pencil is gripped | with despera- 
tion, and after wasting enough time to have written a dozen 
words he evolves an outline, comes out of | his trance, and makes 
a wild scramble after the words that have been accumulating 
during his struggles over a single | outline. After writing a few 
more monosyllabic words with reasonable facility, he repeats 
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the spectacle just described, and so on. | The pupil, because of his 
strained mental attitude towards his work, and his stiffened and 
contracted writing muscles in its |* execution, imagines he is 
gaining rapid headway toward the goal of his ambition — report- 
ing speed. As a matter of fact, | his methods are all wrong and 
his progress is consequently many times as slow as it should be. 
What does | all this show ? It shows that the pupil is not ready 
for general dictation ; that he should return to his | principles 
and master them, combining his review of the principles with 
copying practice — copying from ordinary printed matter into 
shorthand, | having constantly in mind during this copying sev- 
eral distinct and definite ideals destined to improve his writing 
methods and cultivate! 1 a reporterlike style, which may be 
stated thus : 

First, the cultivation of an extremely light touch. ' 

Second, the elimination of | hesitation in the formation of the 
outlines and between outlines; in other words, a smooth and 
instantaneous transition from one | outline to the next. 

Third, the ability to grasp mentally and reduce to shorthand 
a string of from three to | half-a-dozen words with a continuous 
impulse — just as continuous as if the words were actually 
connected together in | a phrase. 

Other details should be taken up and specially studied from 
time to time, such as the erect position | 8 of the body at the 
table while writing, etc. But until the pupil can take dicta- 
tion for at least | a minute without losing any time through 
hesitation, it is useless for him to try to write his outlines with | 
extreme rapidity, because, at this stage, such an effort will 
onl> make his style more jerky. 

In taking up the | copying practice herewith recommended, 
the pupil should proceed thus: Place the book or other printed 
matter beside your shorthand notebook | so that you can glance 
from one to the other quickly. Read the first ten to twenty-five 
words from |° the. printed matter (the number of words varying 
according to the pupil's progress and mental training) before 
touching the pen | to the paper; then, as continuously and 
smoothly as possible, place these words on paper in shorthand, 
seeing to it | that false motions, hesitations, and irregular execu- 
tion are reduced to a minimum, and if necessary copying the 
same sentence a | dozen times over to secure the desired smooth- 
ness and ease of writing. Then take up the next sentence and 
follow | the same course, and so on until a page of printed matter 
has been covered. Then return to the beginning | 10 and without 
repeating a sentence proceed through the page as steadily and 
evenly as possible. It will soon be found | that a speed of one 
hundred and twenty-five words a minute and more can easily 
be obtained through this | auto-dictation, and that greater 
smoothness and certainty of execution and more symmetrical 
notes are constantly being developed hand in | hand with a 
most gratifying increase in speed. 

If one persists in this form of practice for a reasonable time, | 
being careful not to omit to read aloud two or three times every- 
thing that is written, it will be found |" upon returning to oral 
dictation that the amateurish, spasmodic, and irregular execu- 
tion has disappeared and that in its place there | is at least a fair 
approximation to that continuous, smooth pen motion that 
characterises the style of the best reporters. (1140) 

Frank R. Hanna. 
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499. SPEED AND ACCURACY 

To acquire speecUn shorthand, with legibility, without which 
speed avails nothing, you should first make yourself thoroughly 
familiar with | the shorthand system which you use, mastering 
each principle thoroughly before taking up the next. Always 
use the same outline | for a word, and be so familiar with it that 
there will be no hesitation in writing, for hesitation is | the enemy 
of speed. 

Make accurate outlines. If the matter is easy, improve the 
opportunity to make very careful notes. 1 1 find it a great aid to 
legibility to bear in mind when writing the possibility that 
another may transcribe I 1 my notes. Read and transcribe as 
much of your own shorthand writing as possible ; also read the 
shorthand articles in | the magazines, in which you may often- 
times find suggestions for better outlines. 

As to materials, personally I prefer a fountain | pen, with a • * 
fine nib of medium flexibility, to a pencil, as this gives always 
the same writing point. T^rite | upon hard, smooth paper, not 
porous or too highly glazed. 

Having a good foundation, take advantage of all the dicta- 
tion | possible. Do not be discouraged if it is too rapid for you, 
but do your very best, and you will | 3 often be surprised to find 
that you have gotten more of it than you thought. 

A word about the transcript. | Make it neat and accurate. As 
you take your shorthand notes, take in the meaning of what is 
said, so | that you will be able to produce an intelligent transcript, 
remembering that this is the end in view, for the | accomplishing 
of which shorthand is only a means. Never transcribe anything 
that has absolutely no meaning to you. Use your | common 
sense. Have at least a superficial knowledge of many subjects. 
This can be acquired only by wide reading. The |* saying that 
one should know everything about one thing, and something 
about everything, is nowhere more applicable than to the| 
stenographer. 

Finally, practice — practice for speed with accuracy. To gain 
speed requires continual study, reading, and application. There 
is no | royal and easy road to fast shorthand writing. Practice 
and perseverance alone will achieve success. (355) 

Nelub Margaret Wood. 



600. MAKING A TYPEWRITER 

The typewriter has become such a familiar object in the office 
of every business man, and its utility is so | thoroughly known to 
every person acquainted with office appliances, that the process 
of manufacturing a machine which has revolutionized business | 
methods is seldom given a thought. It is a world-recognized 
trait of human nature that appreciation of the means | by which 
great things are accomplished is lost in contemplation of the 
result. There is perhaps no other machine which | receives such 
variety and quantity of wear under all sorts of conditions and 
disadvantages. Its mechanism is simple ; there is I 1 little which 
can affect it outside of actual violence, but in completeness of 
detail its construction is perfect. The amount | of patient effort 
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expended in exhaustive research into suitable metals and the 
proper application of mechanical principles cannot be esti- 
mated. | 

In 1874 the first Remington appeared on the market. Com- 
pared with present machines it was a crude, clumsy | instrument, 
capable of not one tenth the varied uses of the models of to-day ; 
yet for seven years all of | the inventive genius of six men had 
been employed in building and rebuilding models, finding de- 
fects, and contriving ways and | 3 means to overcome obstacles, 
all for the purpose of arriving at a result which would be prac- 
tical and comparatively inexpensive. | 

The advancement in typewriter construction was slow for 
several years because of the fact that the machine was looked 
upon | with distrust and curiosity, which did not extend to the 
buying point. As soon as its real value to business | purposes 
was demonstrated, and its use was not confined to a small num- 
• ber of people, real progress began. Never has | the truth of the 
adage "necessity is the' mother of invention' 1 been more con- 
clusively proved. The demand for greater scope |" of work, 
increased ability on the part of operators, and larger capital 
with which to conduct experiments in new devices, | was fol- 
lowed by a gradual change from the original heavy and bulky 
machine to one of light weight, with labor | -saving attachments 
and limitless resources. 

The frame of the machine, on which is expended all the strain 
and shock of | the working parts, is made ef a special alloy of 
metals which does not become brittle and weak under continu- 
ous | pounding and vibration ; over this must be placed several 
coats of japan. Special steel is required for the carriage, light |* 
in weight, wonderfully strong in wearing power, and capable of 
holding indefinitely its exact form under all conditions. The 
type | bars require thirty-three different processes before com- 
pletion. The type themselves are made of a special imported 
Norway iron, because | no other iron can produce type so hard 
to break and so indestructible in wear. The bearings of tem- 
pered steel, | ground and polished to the smallest fraction of an 
inch to reduce friction and insure rigidity, swing in cones which | 
can be easily adjusted to take up wear. The cylinder involves 
an astonishing amount of time to make it perfect ; |* the core of 
thoroughly seasoned wood is shaped by lathes until it is abso- 
lutely true ; the covering of specially prepared | rubber is fast- 
ened thereon and the rubber itself ground with cutting machines 
until there is not a hair's breadth variation | in any part of it. 
Then the rods which hold it to the frame must be fixed with the 
utmost | precision. A cylinder passes through twenty-five dif- 
ferent hands before it is ready to place on the machine. 

One of | the most vital points of typewriter construction is the 
escapement or letter spacing mechanism. Upon this depend 
speed and ease |* in operation. There is no principle of type- 
writer manufacture which has demanded more inventive genius, 
no detail which involves greater | care and attention ; it has the 
delicate adjustment of the watch, yet so sturdily is it built that 
the escapement | of the standard machine is capable of perform- 
ing twice as much as it is called upon to do. 

Even in | these days when compactness and portability are 
requisite features of every successful office appliance, it is almost 
inconceivable that a | machine which has reduced the time of 
recording speech two thirds, weighs less than thirty pounds and 
occupies only two | 7 cubic feet of space. (704) 

Archibald Cobb. 
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601. POSTAL REGULATIONS 

Every stenographer should know something regarding postal 
regulations. It is not at all uncommon for a package sent out 
to | be delayed because of insufficient postage, and the complaint 
has frequently been made by firms in other countries, that 
Americans | are exceedingly careless in their lack of attention 
to the proper prepayment of postage on letters sent abroad. 

The Post | Office Department divides mail for domestic pur- 
poses into four classes. The first class includes all written 
matter, whether sealed or | unsealed. It also includes any 
package which is sealed, whether it contains written matter or 
not. The rate for first I 1 class matter is two cents for each ounce 
or fraction thereof. A two-cent stamp will carry a package 
weighing | not more than one ounce to its destination anywhere 
in the United States, Alaska, Porto Rico, Hawaii, or the Philip- 
pines. | The same rate applies also to Canada, Cuba, Mexico, 
Panama, and to the United States postal station at Shanghai, 
China. | This rate has been recently extended to two other 
foreign countries, England and Germany, where formerly the 
rate was five | cents for a half ounce. 

Postal cards, which are printed by the government, can be 
obtained at one cent each;|* and post cards, which are private 
mailing cards, may be mailed with a one cent stamp. 

Second-class matter consists | of newspapers and periodicals 
which have the statement "entered as second-class matter" 
printed on them. Before a publication can | be entered as 
second-class matter, it must comply with certain regulations. 
It must be issued at least four times | a year ; it must be devoted 
to the " advancement of art, science, or literature," and it must 
not be bound | in a substantial manner. When second-class 
matter is mailed from the office of publication to regular sub- 
scribers, it may | s be sent at one cent a pound in bulk, but when 
mailed by the public, the second-class rate is | one cent for four 
ounces or fraction thereof. 

The third class includes books and all other printed matter, 
except that | which is marked second-class; it also includes 
photographs and engravings. Imitation typewritten letters 
may be sent as third-class | matter if twenty are mailed at one 
time. Proof sheets, corrected or uncorrected, may be sent at 
third-class rates, | even if accompanied by the original manu- 
script. The rate for third-class matter is one cent for each 
two ounces | 4 or fraction thereof, and no package of over four 
pounds, except a single book, can be sent. 

Fourth-class matter | includes merchandise, blank books, and 
everything which has not been provided for in the other classes. 
The rate of postage | in this case is one cent for each ounce or 
fraction thereof, and the limit of weight is four pounds. | 

It is imperative that matter of the second, third, and fourth 
classes be wrapped in such a manner that the | contents of the 
package can be easily inspected. Any package which is sealed 
becomes first class and must pay the | 5 first-class rate. 

In first-class matter at least two cents must be prepaid. In 
the second, third, and fourth | classes, the entire amount must be 
prepaid, or the package will not be forwarded. 

Any letter or package may be | registered upon the payment 
of ten cents in addition to the postage. The package must 
have the name and address | of the sender on the outside. In 
this country a post card, signed by the recipient, acknowledging 
vhe receipt, is | returned free of charge to the person sending 
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the package; If the package registered is paid for at first-class f 
rates, the government holds itself responsible for loss of actual 
value up to the sum of fifty dollars. Mail to | be registered may 
be giren to any letter carrier, who will accept it and give a 
receipt for it. 

The | government furnishes another safe way of sending money 
by mail. A money order may be purchased for any amount 
up | to one hundred dollars, at a cost of from three cents for 
the smallest amounts up to thirty cents for | the largest. 

Placing upon the envelope a special delivery stamp which 
costs ten cents, or ten cents in ordinary stamps | 7 with the 
words "special delivery," in addition to the regular postage, 
will bring about the immediate delivery of one package | by 
special messenger to any point within one mile of a post office. 

Letters to countries in the Universal Postal | Union, with the 
exception of those already specified, cost five cents for the first 
ounce, and three cents for each | additional ounce or fraction 
* thereof. 

There is one respect in which many of the other countries of 
the Postal Union | have a great advantage over us. If we wish 
to send a package of merchandise by mail to any point |* in this 
country we must pay for it at the rate of sixteen cents a pound, 
and if the parcel [should happen to weigh over four pounds, H 
could not be sent. If we mailed a package of shoes weighing | 
a little less than four pounds in New York to a friend in Brooklyn, 
it would cost us sixty-four | cents ; but if the shoes were so heavy 
that they weighed four pounds and one ounce, it would be neces- 
sary | for us to pack them separately and send as two packages ; 
yet we could send a package weighing not over |* eleven pounds 
to Mexico, or to many of the other countries which are members 
of the Postal Union, at a | cost of only twelve cents a pound. 

There is no doubt that our country is far behind many of the | 
older nations in the facilities it offers for sending merchandise 
by mail. Germany and Austria are the most liberal in | the 
accommodation their postal service offers for the sending of 
parcels. For any size package up to five kilograms, or | eleven 
pounds, in weight, they charge six cents, if it is not to be carried 
over ten miles, or twelve | 10 cents for a greater distance. 'Parcels 
weighing as much as one hundred and ten pounds can be sent 
by mail | in these countries. In Great Britain there is what is 
known as a "special agricultural post/' by means of which | 
fresh vegetables and flowers are sent from the country into the 
great cities. Think what a convenience it would be | to us if 
the parcels post were adopted in this country. 

Mr. John Wanamaker, when he was Postmaster-General, 
said | there were one hundred reasons in favor of the parcels 
post, and only four against it, and that those four |" were the 
four great express companies. The question of establishing a 
parcels post has come before Congress repeatedly, but the | oppo- 
sition has usually been so powerful that the bills have not been 
reported from the committees to which they were | referred.* 
(1141) 

• As alteration* are frequently made in the postal regulation*, the stenographer 
should be sure to familiarise himself with any reoent chances. 
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602. LETTER FILING 

The growth of modern business has been so great and so rapid, 
that without system the business man of to-day | cannot hope 
for success. The methods which were popular fifty, or even 
thirty, years ago are not sufficient for the | needs of the modern 
business man. He must, of necessity, use the various devices 
which have come into general use | with the development of 
business — the telephone, the telegraph, the typewriter, and all 
the other office equipment which helps to | simplify his work. 

PVom the point of view of business economy, one of the first 
essentials in modern business organization I 1 is the preserva- 
tion of all records, letters, papers, or documents which may 
contain information of present or future value to | the business. 
To be of service, this information must be filed in such a manner 
that it can be found | again when needed without unnecessary 
effort or delay. 

The old-time methods of copying letters by hand into a bound | 
book; of placing correspondence loosely in a drawer, in a 
pigeonhole, on a spindle, or even on a common string, | as was 
sometimes done, are in most cases entirely inadequate to pres- 
ent-day needs ; but from some of these old |' ideas, crude as 
many of them appear, modern systems of filing have developed. 
For instance, the system known as the | vertical can be traced 
back to the box drawer file, while the Shannon system of to-day is 
a development of | the spindle so generally used thirty years ago. 

The three systems of filing in general use to-day are known 
as | the loose-leaf, the vertical, and the Shannon. 

The oldest of these three systems is the loose-leaf. This is | 
perhaps the simplest method of filing. It is used quite largely 
to-day in small offices ; and although it is the |' least modern, 
it is probably the quickest, so far as the actual filing of the letters 
is concerned. 

In this | system the letters are placed in a flat drawer or box, 
which contains a book, between the leaves of which | the papers 
are filed. This book is indexed according to some definite plan. 
The alphabetical, because of its simplicity, is | the most gener- 
ally used as well as the most satisfactory method of indexing 
for this system. Each leaf of the | book has a tab at the side,, 
on which a letter of the alphabet is printed. Where the vol- 
ume of | 4 the correspondence warrants it, each letter of the 
alphabet is divided into several parts and a leaf is given to | each 
of these subdivisions. The leaves and the letters are held to- 
gether by a spring attached to the back of | the drawer. 

The most important advantage of the loose-leaf file is the ease 
-and , quickness with which papers may | be disposed of. This 
method, however, does not permit the keeping of the letters of 
individual firms separate ; it does | not make provision for sub- 
dividing; it does not permit expansion; and the compartments 
usually do not fill up evenly. It |* is also difficult to keep the 
letters in definite order inside the divisions ; and when a paper is 
removed, it|is often necessary to spend considerable time in 
order properly to replace it. 

The Shannon file is a development of | the old idea of keeping 
letters on a spindle. The file is a board with an arrangement 
consisting of two | curved pieces of steel fonning two arches, 
fastened at the top ; perforations are made at the top of the let- 
ters | to be filed, and when the arches are turned to one side the 
letters are placed on the spindles. The|* correspondence is 
filed between pasteboard guides which have an index printed at the 
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right end. When it is desired to | place a new letter on the file, the 
letters which precede it in alphabetical order are thrown over 
the top | of the arch, the arch is opened, the new letter placed 
on the file at the proper place, and the | arch again closed. 

In this system of filing, a copy of the reply is usually filed with 
the incoming letter, | and it is possible to keep the letters in 
strict chronological order. A letter may be examined without 
removing it | 7 from the file, and the index is in plain view at 
the side. The process of filing, however, is not | nearly so rapid 
as in the loose-leaf file, and there is a tendency for the letters to 
tear where | they are fastened to the file. The index in the 
Shannon file is usually arranged alphabetically, although this 
is not | necessary, and sometimes a numerical index is used, 
with a card index for cross reference. 

The most modern method of | filing is the vertical. The 
vertical system owes its existence to the card index. Card 
systems were first used in | 8 the libraries ; afterwards they were 
adopted by business houses; then came the discovery that it 
was possible to adapt the | method of the card system to the 
letter files themselves, by filing the letters on edge in folders. 

The essentials | in a vertical system' are folders, guide cards, 
and a drawer or case* The drawer must be somewhat deeper 
than | the letter is wide. The letters are filed in manila folders, 
which are sheets of manila paper folded to form | a sort of 
envelope. One side of the folder usually projects beyond the 
other, and on this projection is written | 9 either the name of the 
firm whose correspondence is to be filed in it, or a number. The 
folders are | indexed by means of guide cards, and are held in 
upright position by a compressor, which is a movable wooden | 
block placed back of the folders and guide cards, to hold them 
upright. 

The original method of indexing a vertical | file was the 
numerical, in which each folder was given a number. The folders 
were placed in the drawer in | consecutive numerical order, each 
ten folders being indicated by a guide card. A firm was given a 
number and all | 10 the correspondence to and from that firm ' 
was placed in this folder, the more recent letters being in front. 
It | was, of course, necessary to have a card index, in which the 
names of the firms were written on cards | together with the 
number assigned to the firm, and these cards were then arranged 
alphabetically. This method of indexing had | some advantages, 
but it was soon discovered that the vertical system could be just 
as successfully used with an alphabetical | or even a geograph- 
ical index, and to-day the tendency is toward the alphabetical 
arrangement rather than the numerical. 

The vertical | u method makes it possible to file letters and 
replies together, and to keep the correspondence of one firm in 
one | place, arranged chronologically. It is almost as easy to 
file letters by this method as in the old loose-leaf | file. The 
vertical method makes possible indefinite expansion, and the 
manufacturers claim it is more economical in space than either | 
of the other systems. 

Where the loose-leaf method is used it is customary, although 
not necessary, to copy the | outgoing letters into a letter book. 
In the Shannon file the answers are usually kept with the letters, 
either by| ia means of a carbon copy, or by copying the letters 
on tissue paper with a roller copier, and attaching this | paper 
to the incoming letter. In the vertical file it is customary to 
make carbon copies of the outgoing letters | and attach them 
to the letters to which they reply. 
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As will readily be seen from this brief description, each | of 
these methods of filing has certain advantages and each has 
some disadvantages. The system to be selected in_any|case 
must be determined by the needs of the business for which it is 
intended. (1295) 



603. CARD SYSTEMS 

The card system of cataloguing, which has superseded printed 
catalogues in libraries, and which is now used very largely in | 
offices, originated in the libraries ; but has spread remarkably, 
until it is now used in every kind of business. 

One | reason for the popularity of the card system is that it 
has certain qualities, which are lacking in other systems, | for 
keeping track of all kinds of written material. It can be 
adapted to every business ; it takes up very | little space, and 
can be expanded or contracted to include new material, or ex- 
clude the old, useless material. 

Card systems | l may be used for many purposes. In a library 
they are used to catalogue the books; in business houses they | 
are employed to index the letter files, to keep a list of customers, 
to record quotations, to keep cost accounts, | to follow up in- 
quiries, and for a mailing list. 

Let us consider what is essential for the successful operation 
of | a card system. Without record cards, guide cards, and a 
filing drawer or cabinet, a card system would be impossible. | 
The information to be preserved is written in a uniform manner 
on separate cards known as record cards, which are |* filed on 
edge in a box or drawer, and separated or indexed by means of 
guide cards. The guide cards | are of the same size as the record 
cards, but have a projection above the upper edge on which is | 
printed or written a letter or word which will assist in finding 
the other cards. 

The advantages of card systems | are many. One important 
feature is that the information desired may be found quickly. 
Numerous guide cards make reference to | any record prac- 
tically instantaneous. With books it is necessary to refer first 
to the index, then turn to the page, | s and then look through the 
page for the record. 

When it is desirable to transfer a record from one place | to 
another, or from one file to another, this can be done easily by 
transferring the card — a much simpler | method than that of 
rewriting the whole record, as would be necessary if it were in a 
bound book. If | the record should become useless, the card can 
be removed and destroyed, while in a book it must be kept | in- 
definitely or until the other material in the book becomes obso- 
lete also. 

The card system may be kept up to | 4 date by removing the 
cards not in use, and if this is done, the cabinet or file will con- 
tain only | "live matter." "Dead matter," or that which is not 
in use at the present time, may be filed, if desired, | in a separate 
drawer; and if it again becomes useful, it can be returned to 
the "live file." 

We can | readily see that with a card system unlimited growth 
is possible. Additions and withdrawals may be made indefin- 
itely, or the | cards may be completely rearranged without de- 
stroying any record. In books it is not possible so to apportion 
space that |* the pages will be filled evenly. In a card system 
the amount of wasted space is reduced to a minimum. | 
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The record cards are made in three standard sizes : three by 
five inches, four by six inches, and five by | eight inches; and 
they are usually carried in stock in" three weights, known, as 
light, medium, and heavy. Although the | cards generally used 
are white, record cards are manufactured in buff, blue,, salmon, 
cherry, green, and gray. By using cards | of different colors, it 
is possible to file various kinds of matter in the same drawer with 
one index and | 6 yet readily distinguish the different types of 
matter. Record cards are carried in stock either plain, with 
horizontal ruling, or | with horizontal and vertical ruling; but it 
is possible to secure them ruled in any manner which will best 
fit | the needs of the business in whicji they are to be employed. 

Guide or index cards are necessary to facilitate | reference. 
These cards are cut the same size as the record cards, but with 
projections three eighths of an inch | above the top of the cards. 
These projections may extend the entire width of the cards, or 
only half, third, | 7 fourth, or fifth of the width. Guide cards are 
made somewhat heavier than the record cards, and may be had } 
in various colors. 

Record cards are also made with one or more tabs or projec- 
tions on the top; These are | not guide cards, but are used to 
supplement the guide cards — to cross index. To illustrate, 
supposing the cards were | used to list the names and addresses 
of subscribers to a magazine, each card containing one name 
and address. These | cards would be filed, either alphabetically 
or geographically, by means of guide cards. On the top of 
each record card |* would be printed the name of the month 
which would indicate the expiration of the subscription. All 
the tabs for | any one month would be directly back of each other, 
so there wou\d be no difficulty in quickly obtaining a | list of the 
expirations for any month. 

Metal indicators are sometimes used in place of tabs. These 
may be placed | on the top of the cards, and may be moved as 
occasion demands. If the days of the month are | printed across 
the top of the card, the indicators may be used to show the 
cards which require attention on |* certain days. These indi- 
cators are made in four colors so as to classify further if neces- 
sary. 

The cards in a | card system may be indexed in various ways; 
but the most common methods are the alphabetical, geographical, 
chronological, and numerical. | 

In the alphabetical index the information is arranged accord* 
ing to the first letters of the first words. A mailing list | or a 
record of customers might be classified in this way. 

Geographical indexes are useful where it is desirable to | keep 
together all the information regarding the customers of a city 
or territory, as in a business where traveling agents | ,0 are em- 
ployed. In a geographical index the guide cards are printed 
with the names of the states and the principal | cities. 

A chronological index may be arranged to show the days of the 
week, or the month, and the days | of the month. Such an index 
is useful, for illustration, in insurance expiration cards. 

In numerical indexing each card is | given a number. The 
guide cards are usually numbered by tens. 

For simplicity, accuracy, convenience, elasticity, and rapidity, 
the card | system is unsurpassed. Its good points are now gen- 
erally recognized, and it is coming more and more widely into 
use. (1100) 
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604. OFFICE MACHINERY 

Not until our attention has been called to it do we realise how 
Urge a part of the work of | the modern office is accomplished by 
the aid of machinery. A quarter of a century ago practically 
none of the | office conveniences of to-day were in use. The 
telephone was first exhibited; in 1876, at the Centennial | Expo- 
sition in Philadelphia, but it was there regarded as little more 
than a toy. To-day how utterly impossible it would | be to trans- 
act business, or even attend to our social affairs without that 
little instrument and the superb business and I 1 mechanical 
organization which makes its successful operation possible I 

Twenty-five years ago the typewriter was almost unknown. 
The first Remington | did not appear until 1874, and this machine 
also was exhibited at the Centennial Exposition in Philadelphia. | 
Samples of its work were scattered far and wide, but for a time 
the sales were slow and the results | disappointing, as the public 
did not comprehend the value of the machine. 

We are familiar with the names of many | of the typewriters, 
and should know something about each. The Remington was 
one of the first machines made, and in |* its various models has 
probably had a greater sale than any other typewriter. The 
Smith-Premier is to-day practically the | sole representative of 
what is known as the double keyboard machine, which does not 
require a shift key. The Underwood | is the pioneer of visible 
writing machines. We must remember that there are also the 
Hammond, the Yost, the L. | C. Smith, the Monarch, the Wil- 
liams, the Wellington, the Blickensderfer, the Fox, and the Royal. 

Most of us are more | or less familiar with the telephone and 
the typewriter, but there are many other devices used in offices 
for the I s purpose of increasing the amount of work which can be 
done, and the ease with which it can be accomplished. | Let us 
consider calculating machines. These are of two general types 
— listing, and non-listing. The best-known representative of | 
the non-listing machine is probably the Comptometer, on which 
there are a number of parallel rows of keys with | nine keys in 
each row, arranged in order from "one" to "nine," "one" being 
nearest the operator. The next and | each succeeding row con- 
tains nine similar keys. The first row to the right represents 
the unit column, the next tens, | 4 then the hundreds, then the 
thousands, etc. • If it is desired to add seven and nine, the seven 
in | the first row of keys is pressed first, then the nine, and 
the result — sixteen — will show on a dial | at the front of the 
machine. The Comptometer may also be used for subtraction, 
multiplication, and division. Multiplication may be | performed 
on this machine with exceeding rapidity. If it is desired to 
multiply, for instance, ninety-eight by thirty-two, | the fingers 
would be plaeed on nine in the tens column, and eight in the 
units, and the keys would |* be depressed twice; then the 
fingers would be moved one row to the left and the keys de- 
pressed three times. | Instantly the correct result would snow on 
the dial. The operations for subtraction and division are almost 
equally simple. This | type of adding machine is used very 
largely in department stores, and in other places where rapid 
additions and multiplications | are desired. 

The so-called listing machines not only add, but they print the 
numbers to be added, together with | the result. They are not 
nearly so rapid as the Comptometer, but they have the advan- 
tage that it is possible |* to compare the numbers printed on the 
paper with the original figures after the work has been finished ; 



504 

exhibited 

centennial 

superb 

mechanical 

successful 

scattered 

disappointing 

models 

greater 

pioneer 

visible 

comptometer 

parallel 

nearest 

dial 

subtraction 

multiplica- 
tion 

division 

instance 

depressed 

twice 

department 

largely 

banks 

lever 



















/- ..... 






























\ 














































• 






















































. 









































































































DATE... •---. NAME. 



176 



OFFICE MACHINERY 



form 












resemble 












hectograph 
consists 






















composition 
glycerin 
gelatin 
mold 










































surface 












portion 












absorbed 












successively 












imitation 












stencil 












mimeograph 

neostyle 

duplicator 






















- 










wax 












tissue 












inked 


• 










grooves 

cylinder 

pressure 

perfect 

detect 





















































and if | the numbers on the paper are correct, we are certain the 
result is correct. Machines of this type are used | very largely 
in banks; and many business houses are now using them for 
various purposes, including the making out of | statements. 

There are a number of good machines of the listing type on 
the market, some claiming one advantage, some | another, but 
the best-known is probably the Burroughs. The keyboard is 
similar to that of the Comptometer, but after | ; the keys are 
depressed, a lever must be pulled before the keys are released 
and the figures printed. 

One of | the characteristic developments of recent years in 
many lines of business is the use of the so-called "form" orj 
circular letter. A letter is carefully prepared and reproduced in 
such a way as to resemble a typewritten letter, and | then mailed 
to a number of people, instead of a different letter being written 
to each person. One of the | earliest methods for obtaining these 
reproductions was the hectograph, which consists of a composi- 
tion of glycerin and gelatin in a | 8 shallow pan or mold. The 
letter written with a special copying ink, either with a pen or on 
the % typewriter, | is placed face downward on the gelatin surface. 
A portion of the ink is absorbed, and by pressing sheets of | 
paper successively on the surface, it is possible to transfer each 
time some of the ink to the paper. From | twenty-five to fifty 
copies of the original may be obtained by this method at a very 
slight expense ; but | the result, although an imitation of type- 
writing, is not a good imitation, and no one would be likely to 
believe such |* a letter to be^an original typewritten copy. 

Another method used to reproduce letters is the so-called 
stencil method. | Of the numerous machines based on this 
process, the best known are the Edison Mimeograph, the Neo- 
style, and the Underwood | Duplicator. In these a prepared 
wax sheet is placed in the typewriter, the wax being protected 
by a thin tissue | in front, and backed first by a silk sheet, then 
by a heavy paper, the latter coming next the roller | of the type- 
writer. The sheet is written in the usual way, except that no 
ribbon is employed. Sufficient of the |" wax is cut away to 
make it possible for ink to go through where the sheet has been 
cut. The | sheet is put in a frame and inked, and as the ink 
passes through to the paper, the result is | a page of imitation 
typewriting. One to two hundred duplicates may be printed 
from this stencil, and although the result | is a very fair imitation 
of typewriting, it is not sufficiently good to deceive an expert. 

There is another method | used in offices for obtaining repro- 
ductions of typewritten work, and that is the process of print- 
ing from movable type through |" a ribbon. There are several 
machines on the market based on this principle, the best known 
being the Multigraph. In | this machine the type is set in grooves 
on the outside of a metal cylinder, then a ribbon is placed | 
over the cylinder and the impression is taken through the ribbon 
on the paper by means of pressure. It is | possible to produce 
practically perfect work with this machine, and when the names 
and addresses are carefully filled in on | the typewriter, with a 
ribbon of the same color, it is almost impossible to detect any 
difference between the reproduction |" and the actual type- 
written copy. 

Among the numerous other mechanical devices used in offices 
are the copying press, and the | rapid roller copier, used to obtain 
a copy of letters on tissue paper ; and the card indexes with the 
various | styles of letter files, used for the purpose of filing 
letters and for keeping records of all descriptions. (1258) 
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606. HOW PENCILS ARE MADE 

Unless the inventive genius of this generation bestirs itself, 
a good lead pencil cased in fine, straight-grained cedar, such | as 
we are familiar with, may be, to the writers of a generation or so 
hence, a luxury too good | for everyday use. 

The end of cedar available for first-class pencils is in sight, 
and while the pencil makers | have not ascertained exactly how 
many years the supply will hold out, some manufacturers are 
searching the world over for | something just as good as Florida 
cedar. Experimental pencils have been made with cedar from 
many latitudes and with wood I 1 from California, but the peculiar 
qualities demanded in cedar for a good pencil do not seem to be 
produced in | any soil and climate other than those of Florida 
and neighboring territory. 

For the very finest pencils, wood is used | that is cut from the 
heart of cedar logs that have lain buried for years, deep in the 
Florida swamps. | 

The logs are rafted to the sawmills, where they are cut into 
little slabs like narrow shingles. In this shape | they are shipped ' 
to the works of the pencil company, where the seasoning process 
is finished, the wood carefully graded | a (for the second time), 
and the cedar shingles made ready for the sharp knives and 
saws of the pencil-making | machines. 

The "lead" in pencils is not lead at all, but is graphite, which 
is a form of carbon ; it | belongs to the same family as charcoal 
and is closely allied to coal. 

The graphite mines are far up in | New York State, at Ticon- 
deroga, where Ethan* Allen once reduced a British garrison with 
a single burst of eloquence. The | graphite is refined and 
ground at the works erected over the mines, and when it reaches 
the factory, it is | 3 in the form of an impalpable powder, so fine 
that if a ton or so should accidentally be left lying | around loose 
an ordinarily brisk breeze would carry it away. 

This fine powder is churned up in water, then strained | through 
a succession of fine blotting-cloth sieves to remove the last trace 
of accidental grit or speck. Next it | is ground up in mills where it 
is mixed with clay to give the degree of hardness required in 
pencils | for various purposes. This, by the way, is no plebeian 
clay, but the king of all the clays, found only | 4 in Austria and 
Bohemia in absolute purity and brought in shiploads to the 
pencil works. And the clay goes through | the same refining 
operations as the graphite. 

Given these two pure ingredients, the element of brains makes 
its entrance, in | the character of a very rare and valuable tech- 
nical knowledge. The man of brains who directs the mixing 
of the | clay and graphite has solved a complex problem, made 
harder by the fact that baking changes the nature of the | graph- 
ite and by the fact that the exact degree of hardness he aims to 
obtain must be produced by the |* furnace heat. 

Hardly less important than this grinding and mixing is the 
next process wherein the black "dough" out of | the mills is 
squeezed through numerous little holes drilled in a copper 
plate, being urged to hurry through by a | pressure of 150,000 
pounds. Again and again the mixture is squeezed and pressed 
and forced out in | tiny ropes — suggesting vermicelli in appear- 
ance, if not in color. More workings are required for the high- 
class pencil, fewer | for the ordinary ones, for this operation has 
much to do with the smoothness of the "lead " in the finished |* 
pencil* 

ELD. DICT. EX. — 12 
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For a final squeeze, the "dough" goes to a heavy cylindei 
somewhat like those at the sides of a | railroad locomotive. 
Inside tins cylinder is a plunger by the descent of which enor- 
mous pressure is brought to bear upon | the dough, squeezing it 
out through a single little hole in the bottom of the cylinder 
just the diameter of | the lead in the pencil. No metal known 
would withstand the strain that is exerted on the edges of this | 
opening, and so it is drilled in a jewel, usually a sapphire, though 
the smallest sizes are forced through a | 7 diamond. A set pf 
these jewels is required, one for each size of lead that is made. 
So it is | literally true that the working part of every pencil you 
use came through a jewel before it reached your hand. | 

The rods of lead are cut into the proper length for pencils — 
usually seven inches — and are baked for hours | in a tem- 
perature of 2000° Fahrenheit. After cooling they are qualified 
for the first time to make their | mark, and are ready for the cedar 
cases that will make them complete pencils. 

Next comes a battery of complex | s machines that cut grooves 
in the cedar "shingles," others that plane out the round pencils, 
and the curious steel knives | that finish the ends, cutting 
through varnish, cedar, and graphite, and growing sharper all 
the time. All these mechanical workers | have "grown up with 
the business"; they are invented, perfected, constructed, and 
repaired as need be, inside the walls of | the works. 

Mo3t of the machinery needs no attention during the day's 
work beyond feeding with raw material and removing | the fin- 
ished product. Cedar "shingles" are thrown into a hopper; 
and, after they have filed along a carrying belt, been |° clutched 
by steel fingers and cut by revolving steel •teeth, each with six 
rounded grooves lying parallel and lengthwise on | one side, 
are thrown into a basket. They receive a coat of glue on the 
grooved side, and the leads | are "fanned" into these grooves by 
swift-fingered girls. The glued sides of two shingles are brought 
together, inclosing the | lead, and the blocks are dried by steam 
under pressure. Each one of these blocks separates as though 
by magic | into six lead pencils as the revolving cutters of another 
machine bite into the soft cedar. Then the pencils are | 10 ready 
for the finishing — varnishing and stamping. 

Both of these finishing operations are swift and mechanical 
for the lower grade | pencils, slow and painstaking hand work 
for the famous brands, on which the gold leaf is carefully laid 
by highly | paid girl operatives, and the varnish is rubbed by hand 
to get the clear, hard luster delightful to both eye | and finger. 
The more ordinary pencils are varnished automatically. 

After receiving several coats of varnish these pencils are 
branded by | stamping machines heated from within, each of 
which affixes the trade mark to some fifty gross of pencils every 
hour. (1100) 

By permission of Joseph Dixon Crucible Co. 
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606. HOW BOOKS ARE MADE 

Many centuries before Christ, when the making of a book 
meant the laborious writing and copying of many scribes, the | 
author of Proverbs said, "of the making of books there is no 
end." True in his day, this is still | more true in our own, when 
a printing establishment turns out books, not as single copies, 
but as whole battalions, | volume after volume, edition after 
edition. 

Ten thousand books are more easily made to-day than a dozen 
were when " Beowulf " | was first written ; and yet there is consider- 
able work necessary to complete a modern book. First there is 
the author I 1 — his education, his travels, his environment — 
everything that helps to give him personality enough to write 
a book. Then there | are the writer's materials, his pens, pen- 
cils, and ink ; or his typewriter. Before the book can be pro- 
duced paper must | be manufactured, type must be cast, printer's 
ink must be made, a printing press must be set up ; in short, | 
the labor of thousands has helped to make possible the existence 
of this very book you are now using. 

If | we are to attempt in a few pages to tell how books are 
made, we must eliminate nine tenths of | 3 the toil of preparation, , 
and confine ourselves strictly to the actual work on the book 
itself. 

There are a number | of things which must be decided before 
the book can be issued. It is necessary to determine what 
sort of | paper to use ; the style and size of type must be selected ; 
the type must be set up; galley proofs | must be taken, read, 
and corrected ; the type must be arranged in pages ; plates of 
the pages must be made ;| then the sheets must be printed, 
folded, cut, gathered, collated, and sewed ; the edges must be 
finished ; covers must be | s printed, and pasted or sewed on the 
book ; and the books must be pressed and dried. 

Type is made in | various sizes. The most common book 
sizes are the pica, or twelve point; the small pica, or eleven 
point ; the | long primer, or ten point ; the bourgeois, or nine 
point, and the brevier, or eight point. The word " point " is | 
a term used in measuring type, and means one seventy-second 
of an inch, so that pica type is one | sixth of an inch from line to 
line, provided it is set solid. 

The type is set up either by | 4 hand, one letter at a time, or by 
means of a typesetting machine. After it has been set, the type | 
is arranged in a galley, which is a shallow metal box, the width 
of the column or page to be | printed. A proof is taken from this 
galley and corrected from the manuscript. After the correc- 
tions have been made in | the type, a second proof is taken, 
which is also read and corrected. When the necessary revisions 
have been made, | the type is arranged in the form of pages, and 
frequently an electrotype plate is made of each page. 

The I s pressmen do not print each page of the book separately ; 
but they print a large sheet on which may be | sixteen, twenty- 
four, thirty-two, or even sixty-four pages of the book. This * 
sheet is divided into sections called | signatures, which may vary 
from two to five on a single sheet. The signature is indicated by 
a figure or | letter of the alphabet placed at the bottom of the 
first page of a section of the book, and is | intended as a guide 
to the binder, so that when putting the book together, he is not 
compelled to examine I 1 the numbering of the pages, but simply 
looks for the signature. 

After the sheets have been printed, they are folded. | Folding 
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to-day is done by hand only when one or two folds are necessary, 
as in geographies. If a sheet | has been folded once only, it is called 
a folio ; twice, a quarto ; and three times, an octavo. In modern | 
binderies the folding is done usually by machinery. A printed 
sheet consisting of sixty-four pages of a book, or | four signatures, 
is placed on a flat board at the front of the machine. It is carried 
along under a | 7 set of rollers, where it is folded, then passed under 
another set of rollers and folded again. Just before coming | 
out of the machine a sharp blade cuts it into its signatures, which 
are then dropped into troughs, one for | each signature. 

These separate piles of signatures are examined by girls to 
see that they are folded properly. If the | printed lines at the 
top of the second and third pages are exactly one over the other 
the signature is | correctly folded. 

In order to make the book, we must take one signature from 
each of the various piles. This | 8 process is called "gather- 
ing." Formerly these piles were placed successively on a long 
bench and a girl took one signature | from each pile as she passed 
along in front of the bench. When she came to the end of the | 
pile, she had gathered one book. Several girls were employed 
to do this, one following after another along the piles. | To 
obviate confusion a circular revolving platform was introduced. 
On the edge of this platform were placed piles of the | folded 
signatures and around it sat the girls, one girl in front of each 
pile. The platform revolved slowly, and \ 9 as each pile passed a 
girl, she took a signature, and in this manner gathered the book. 

There is still | another method of gathering — by machine. The 
signatures are placed in piles on a stationary sill, and a little arm, | 
with a roller on the end of it, pushes a signature off the sill, upon 
a moving shelf below. Signature | " A " drops on the shelf and is 
carried along to the next place, when signature " B " drops on 
top of | "A," and then signature "C" on top of "B," and so 
on to the end, thus gathering the book. It | l0 is said that these 
machines very seldom make a mistake. 

After the signatures are gathered the piles are "collated," 
that | is, they are looked over by girls to see that none of the 
signatures are duplicated or missing. 

The sheets | are now ready to be sewed. In sewing they are 
not actually fastened one to another, but all are attached | to 
parallel strings or bands placed across the back of the volume. 

After the sheets are firmly sewed together the | book is bound. 
The first process in binding is the gluing of the back edges of the 
book. As the |" edges of the pages are not quite even, the book 
is now taken to a cutting machine and trimmed. The | back 
edges of the book are pressed against an upright iron piece in the 
center. The blade comes down and | cuts the fore edge of the 
pile. The plate is then turned around and the knife cuts the 
end of | the book. 

The next process is the rounding of the volume. In a finished < 
book the back edge is convex | and the fore edge is concave. 
Rounding may be done by hand or by machine. If done by 
hand, the |" workman lays the volume down flat and beats it 
with a hammer in the right hand ; while with the left | hand he 
draws the sheets in such a way as to produce the rounding of the 
edges. 

The book is | now ready to be put into the covers. First the 
covers must be made. For the cheaper books there is|a con- 
tinuous roll of cloth or paper with liquid glue on one side. Card- 
board is fed in from the top | of the machine. A knife cuts the 
cardboard into three pieces, two of similar sice for the sides oi 



NEWSPAPERS 



181 * EXERCISE 90 



NEWSPAPERS 



the | u book and one narrow strip for the back. When cut, 
these pieces fall on the glued side of the cloth. | The cloth is * 
cut and then passes between rollers, so that the cardboard and 
the cloth are firmly pressed together | and held by the glue. A 
little later rollers press down the edges of the cloth on to the 
cardboard. | 

The cover is now ornamented, the book pasted into it and 
pressed, after which the book is ready for the | market. (1381) 

607. NEWSPAPERS 

If, as the great thinkers of the world maintain, the highest 
calling to which man may devote himself is the | search for truth, 
then newspaper work stands at the head of all earthly profes- 
sions. The scientist and philosopher seek the | truth with infinite 
pains and care ; the clergyman and the doctor, one dealing with 
the mind and soul and the | other with the body, are successful 
in proportion as they discover and expound truth ; but neither 
scientist, nor philosopher, nor | clergyman, nor doctor, except in 
rare instances, has the ardent, overmastering purpose to discover 
and promulgate truth which distinguishes every j 1 genuine news- 
paper man or woman. 

In his zeal for truth the newspaper worker appropriates all * 
that other professions or callings may | bring to light. He covers 
the world and all that is above or beneath as far as human capac- 
ity will | permit. The newspaper records the convulsions of 
nature and nations, the overthrow of states, the purification of 
governments, the latest | theories of science and philosophy, 
triumphs of peace and war, and innumerable trivial happenings 
besides ; but, in all this varied | work, from the greatest to the least, 
truth is the goal which is passionately and persistently sought. 

Error is the| 3 bane of the newspaper. It does frequently 
appear, but in every newspaper worthy of the name the true 
far outweighs | the false. Not in the columns of a single issue of 
any metropolitan newspaper is there as much falsehood and| . 
misrepresentation as appears whenever a company of men or 
women spend an hour in idle gossip or desultory discussion. 

Every | modern newspaper consists of two departments which * 
the literary men like to designate as business and brains, business ' 
referring to | the advertising and circulation, while brains represent . 
the product of the editors and reporters. The distinction is unfair. . 
Brains and | 3 business enter almost equally into both departments. 

The methods of the force which operates under the direction * 
of the business | manager of a newspaper are so similar to those . 
employed in other large business establishments that they need 
little explanation. | Enthusiasm, industry, persistency, shrewd- 
ness, and probity make for success here as in all other lines of 
the world's work. 

The | work of the editors and reporters is unique, and the public : 
is sadly ignorant of their part in the preparation j of the finished 
product which appears with absolute regularity at the breakfast ' 
table or is offered for sale in several |* editions throughout the 
afternoon. 

Splendidly equipped and highly organized is the editorial ' 
department of a modern daily newspaper. There are | an editor 
in chief, a managing editor, city editors, scores of lesser editorial 
lights, reporters, and telegraph operators comprising a Ismail 
army of workers, and, in addition, the great resources of the press 
associations or news syndicates are at the | disposal of the direct- 
ing minds. Over the cables comes the news of the world, not 
in detail as the happenings | at home are chronicled, yet cover- 
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ing a wonderfully wide range. In ordinary times this class of 
news comes largely through | s news associations, each newspaper 
entitled to the service receiving the same dispatches. This 
news is supplemented in the large papers | by special dispatches 
from their own correspondents. All foreign news goes to a 
certain editor or group of editors who | are by education and 
experience experts on foreign affairs. 

Over the telegraph wires come dispatches from all parts of the | 
country, special correspondents lessening in number and more 
dependence being placed on syndicate service as distance in- 
creases. 

Upon the city | editor devolves the responsibility of securing 
all the local news, all the happenings of the city, and he has 
under I' his direction reporters of all grades of experience and 
ability. Police reporters, society reporters, city hall reporters, 
court reporters, general | reporters, and messenger boys, in which 
class " cub " reporters are placed, go out every day to seek the 
news. They | do not go at random to seek what they may find. 
The city editor keeps a daily assignment book in | which the 
duties of each reporter are recorded. But in addition to these 
assigned duties each reporter instinctively keeps his | eyes and 
ears open, and every "tip" he may pick up is telephoned at 
once to the city editor for | 7 such disposition as he may deem fit. 
The sporting editor has a department of his own which of late 
years | has grown to be one of the most important departments 
of a newspaper. 

Copy editors receive the copy from reporters | as they do from 
the wires or news associations. Stories are frequently re-written 
on the desk, cut down to suit | the exigencies of space, or padded 
when the general interest in the subject requires it. As fast as 
copy is | revised it is rushed to the composing room, set in type, 
and sent back to the editors to be read | 8 in proof. This is in 
addition to the work of the professional proof readers. 

Editorial writers prepare the matter for | the editorial page. 

An editor superintends the placing of the corrected type in the 
page forms, and when he sends | in a page to the stereotyper, it 
is finished for that edition at least. Right or wrong, interesting 
or dull, | it is done, and the paper must stand or fall by it. 

A volume might profitably be devoted to the | mechanical 
wonders of a newspaper. Haste with accuracy is everything. 
The modern printing press ranks with the telephone as one | 9 of 
the mystic wonders of the world. The typesetting machines, 
the process of photo-engraving by which pictures are reproduced, | 
and the process of stereotyping are all marvelous and fascinating. 

This glimpse of newspaper purpose and making applies to 
the | great metropolitan papers capitalized at millions of dollars, 
using hundreds of tons of paper and employing hundreds of 
men and | women. 

There are many other papers, now usually nominated country 
dailies or weeklies, whose zeal for truth in every way | equals 
that of the larger papers, but which are operated at comparatively 
small expense with little help other than the | i0 editor himself. 
These country papers wield a vast influence in the nation. They 
do not as a rule dip into | world affairs. They concern themselves 
with their own communities, faithfully chronicling the news 
and conscientiously expressing their own opinions and | views. 
The newspapers, small and large, are indeed the bulwarks of 
national liberty, the advance agents of thought and progress, j 
the greatest force of the twentieth century. (1067) 

Leon M. Conwxll. 
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606. ADVERTISING 

There is a story that in Old Testament times, when the coun- 
tries bordering on the Nile, the Euphrates, and the | Tigris rivers 
were the centers of trade, the Carthaginians used to sail along 
the Mediterranean with a boat-load of | their manufactures, 
which they would unload on the coast of Lybia, and, having 
lighted a big bonfire near the goods, | return to their ship. The 
inhabitants, knowing by the bonfire that the Carthaginians had 
something to sell, would come | out of their city to inspect it. 
Then they would pile up gold near the merchandise, and retire 
into the I 1 city. The Carthaginians would land again, examine 
the gold, and if in their judgment it was equal in value to | the 
goods they left, they would take it and sail away. 

This bonfire is the first advertisement of which history | tells. 
"From little sparks,* say the moralists, "great conflagrations 
grow"; and from that bonfire of the Carthaginians has grown 
the | force that is to-day 'the most successful in securing satis- 
faction to the buyer and to the seller — advertising. The 
buyer | is satisfied because commodities that are extensively 
advertised must be good, and the seller finds his satisfaction in 
larger business I 1 and increased profits. Without advertising 
the manufacturer would have to reach the retailer through a 
long line of commission men, | jobbers, wholesalers, and drummers, 
while the retailer would reach the consumer through acquaint- 
ance and mutual interest ; with advertising the manufacturer | 
may reach the consumer without the aid of any middleman. 
When he gives his goods a name and a trade | -mark and adver- 
tises to the consumers, the commission men, jobbers, and travel- 
ing salesmen become less and less important. 

When the | cotton gin was invented, thousands were thrown 
out of work; but, on the other hand, thousands were given 
work to | s manufacture the cotton gin, and to provide fuel and 
oil to run it. So in business : when the demand for | commission 
men, jobbers, and drummers decreases, the demand for adver- 
tising experts, advertising managers, and advertising solicitors 
increases. For there is|a great amount of skill in judicious 
advertising, and a poor advertisement may injure a product 
quite as much aa| a good one may aid it. 

To secure judicious advertising four questions must be de- 
termined : What to advertise, where to | advertise, when to adver- 
tise, and how to advertise. 

What to advertise. — Obviously that product may be the most 
advertised. for | 4 which there is the greatest demand. Every- 
body eats breakfast ; therefore the manufacturers of breakfast 
foods should advertise extensively. There is | universal demand 
for food, clothes, and shelter, and it is scarcely possible to over- 
advertise food stuffs, wearing apparel, homes, | and furniture. 
As the need for goods becomes less, advertising, to remain profit- 
able, must also decrease. Eyeglasses, artificial limbs, and) 
ear trumpets will not permit such extensive advertising as food 
and clothes. It may be stated as a rule, therefore, | that how 
extensively an article should be advertised depends upon how 
useful it is to the public. 

Where to advertise. |* — The advertiser must be careful not to 
carry coals to Newcastle. Palm-leaf fans should not be adver- 
tised in Iceland, | nor sealskin coats in Florida. This, of course, 
is axiomatic; nevertheless it is extremely difficult to decide 
just where to | advertise. The manufacturer must ascertain 
where the demand for his goods exists and where it can be made 
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to exist. | To this rule also an addition must be made: advertise 
nowhere where advertisements will offend the public. Some 
manufacturers would | be glad to advertise on Niagara Falls 
by the aid of a stereopticon ; others do not scruple to place 
placards | 6 and signs in the most beautiful places. 

When to advertise. — No manufacturer would commit such 
an anachronism as to advertise | straw hats at Christmas time or 
snow shovels on the Fourth of July. Nevertheless it is not a am- 
ple matter | to decide just when to advertise. Some goods may 
advantageously be exploited at the Christmas holidays, others 
during the summer | vacation period; some in the spring, others 
in the fall. Here again the rule of demand applies: advertise 
when there | is demand, or when a demand may be created. 

To sum up : what, when, and where to advertise depend upon |* 
what the demand is for, and when and where it exists, or what a 
demand can be created for, and | when and where it can be made 
to exist. Only an article for which there is an eternal and univer- 
sal | need could be advertised continuously and everywhere. 

How to advertise. — Among the several mediums through 
which the advertiser calls attention | to his goods are magazines, 
newspapers, trade papers, street-car signs, circulars, and bill- 
boards. The success of an advertisement depends | to a large 
extent upon the choice of a medium. An advertisement in a 
monthly magazine would be best for |* an article like a straw hat, 
where the demand will last for a couple of months ; a newspaper 
is the | best medium for real estate, for when the sale or rental 
is accomplished, the advertisement need no longer appear. 
The | circulation of the magazine or paper, the sort of people it 
reaches, the location of a billboard, the type of | passenger on a 
street car — all these and many other details are factors to help 
the expert determine which is | the best medium for his purpose* 

When he has decided upon a medium, the question of method 
arises. Shall the |* advertisement be entirely of printed matter, 
or would an illustration appeal? In some localities an adver- 
tisement might produce excellent results, | and fail utterly in 
others — and this failure may not be because no demand exists, 
but because the make-up | of the advertisement is without inter- 
est in that section. The advertiser must consider not only the 
sort of people who | read his words, but in many cases their men- 
tal and physical condition when they read them. A theater pro- 
gramme, for | example, read by people who are out for a couple 
of hours' pleasure, would scarcely be the medium to advertise |" 
text-books on higher mathematics or somebody's roller-bearing 
washing machine. The advertisements on a theater programme 
usually exploit opera | glasses, bonbons and chocolates, cigars 
and cigarettes, wines, restaurants, gloves, fans, collars, and the 
establishments of barbers, tailors, dressmakers, and | milliners. 
The workingman, trying to reach home in a cold and crowded 
street car, would be attracted by an advertisement | of some- 
body's easy-chair, somebody's slippers, and somebody's tobacco 

The keynote of a successful advertisement is in its suggestive 
power. | An attractive picture and a crisp sentence may do more 
than a chapter of details. "Just add hot water and|" serve; 9 
"Hammer the hammer ;" "Hasn't scratched yet;" "We know 
how;" "There's a Reason;" "Good morning I Have you used 
our soap?" | "Millions now use it," are some of the successful 
catch sentences. 

The modern advertising manager contracts with agencies 
for the | placing of advertisements ; he manages the bill-posting 
and street-car displays; he buys printing, engraving, electro- 
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typing, lithographing, and other | mechanical supplies, and em- 
ploys designers to draw pictures and writers to prepare copy. 
In his office there is a complete | system for keeping him posted 
on all matters connected with his business. He knows where 
every traveling salesman is, and |" receives reports on the effects 
of advertising in different towns. A salesman reports a com- 
peting article in a certain town | and the manager immediately 
sends more and stronger advertising to that place. With the 
data he receives in the shape | of sales, he is able to work out the 
problems of what, where, when, and how to advertise. (1258) 

W. S. Eldrtdge. 

609. THE SILENT MAN 

• 

if one has occasion to step into any court room where a ses- 
sion of the Massachusetts Superior Court is being | held, he 
will see in full working order what is perhaps in many respects 
the most important portion of the | judicial system of our com- 
monwealth. Here we may see the machinery of the law in active 
operation. The dignified justice^ seated on the bench, calmly 
hearing the testimony and dispassionately weighing it in mind ; 
the clerk with his documents spread | around him; the court 
officers, ready to preserve the order and decorum appropriate 
to the halls of justice ; the witness I 1 on the stand, timid, bold, 
or indifferent, volubly pouring forth his story at the request of 
his counsel or evasively | avoiding a reply to the opposing attor- 
ney ; the counsel on both sides, alert to take advantage of every 
opportunity, skillf ully | leading on their own witnesses or sharply 
cross-examining those on the other side; the array of lawyers 
within the | bar, watching the proceedings ; the crowd of spec- 
tators on the back settees, following with interest each detail 
of the trial ; | — all of these are familiar sights to those who have 
occasion to visit court rooms. But there is still another | 2 actor 
in this diversified drama of right and wrong, of law and equity, 
of claims and counterclaims. A little to | one side you will see 
a silent man, sitting at a little table with pen in hand, who 
follows each | spoken word with swift and noiseless movements, 
recording impartially the words of wisdom, wit, and folly which 
follow each other | in rapid succession. Witnesses come and go, 
lawyers question and cross-question, object and argue, the court 
quietly announces his | rulings, one case is ended and another 
begins; and through it all the silent man writes, writes, writes, 
unceasingly and | s with unslackened speed. Few of those who 
look upon him realize that they are beholding as near an approach 
to | a miracle as unaided human hands and brains have thus far 
accomplished. There are many who hold that all who | write 
shorthand are stenographers; who class the sixteen-year-old 
girl, painfully and slowly putting down in awkward symbols 
the | carefully and deliberately dictated letter of the business 
loan, at a speed little exceeding that of a skillful penman, with | 
him who through years of study and unremitting toil has gained 
the wonderful art of verbatim reporting 1 

******* 

Let me give | 4 you an idea of what is required of a court re- 
Porter. The average rate of speaking which he must record | 
word for word in his notebook is one hundred and fifty words 
per minute. To be sure, this speed is | sometimes slackened to 
a hundred, but often increased to two hundred ; and this average 
speed must be kept up hour | after hour under any and all condi- 
tions, with any and all kinds of language. 

******* 
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No one human being could speak | the words he must unceas- 
ingly and uncomplainingly write* A palsied tongue and a 
paralyzed throat would end the speaker's efforts |* in a few days 
or weeks ; yet the hand of the ready writer toils on, guided by an 
intelligent brain, | and supplemented by an ear that must hear 
and recognize each and every utterance, whether it be the burr 
of | the Scotchman, the brogue of the Irishman, the lisp of the 
Welshman, the broad accent of the Englishman, or the | nasal 
drawl of our own New England* The broken speech of the 
Russian Jew, the liquid patois of the swarthy | son of sunny Italy, 
the guttural growl of the German, and the mincing tongue of 
the Frenchman all mingle in| one ever-changing lingual pot- 
pourri, that puzzles alike the judge, the lawyers, and the listen- 
ers, but which the stenographer must | get whether or not. 
The loquacious native of the Emerald Isle is checked in his 
torrent of words by the | remark from the judge, "the witness 
talks so fast the court cannot understand him; will the stenog- 
rapher please read the | answer?" or, the sunburned daughter 
of the Mediterranean, who amply makes up in rapidity of utter- 
ance for her imperfect knowledge | of our vernacular, fails to 
make herself understood by counsel, who turn nonchalantly to 
the silent worker, and say, "Mr.| Reporter, will you kindly 
read what the witness said?* 

But enough of this side of the picture ; there is another | view 
I wish to present to you ; another Herculean labor, skillfully 
performed and scantily recompensed, which awaits the silent 
man | at the end of his day's work in court — the transcription 
of his notes. Fortunately not all that goes down | in those 
never ending notebooks has to be rewritten for the eye of the 
judge or the lawyer. There is | an end to the endurance of even 
stenographers, and t fear that no human being with human nerves 
and human | 8 need for sleep and rest could cope with that task. 
But a fairly generous portion has to be transcribed on | the 
writing-machine ; and again the tired fingers must fly in swift 
staccato until the work is accomplished. Most of | this work 
must of necessity be done at night, by the flickering flame of 
the gas jet or the incandescent | brilliance of the electric light. 
Far into the night must the click of the typewriter keys and the 
drone of | the dictator extend. The judge and the lawyers, the 
witnesses and the spectators, can go to their homes and enjoy f 
the quiet of their firesides or that recreation of mind which is 
equally beneficial to the body ; but the stenographer | must work 
though nerves throb and pulses flag, though tired eyes will 
close rebelliously, and the faithful hands almost refuse | to do 
the bidding of the exhausted brain. And yet good lawyers 
have been known to say that our prices | are exorbitant. But 
it is the price of blood ! It is the giving of one's vitality, both of 
mind and | body, of a mind and a body trained and educated to 
a point beyond which danger lies. And what a | 10 training and 
what an education ! The whole range of the sciences is com- 
prised in the knowledge that a good court | stenographer must 
acquire. To-day comes the skilled physician with his expert 
testimony and his learned disquisitions upon hystero-neuras- 
thenia and | cerebro-spinal-meningitis, ransacking the dead past 
of Rome and Greece for terms to fit modern ailments and fin-de- 1 
siecle surgery. To-morrow the electrician with his talk of 
mysterious elements and forces; his microfarads and his elec- 
trostatics. Again the | mechanical expert glibly describing the 
complicated construction and workings of appliances and in- 
struments whose very names are familiar only to | u the initiated 
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Add to a knowledge of these various subjects sufficient at 
least to recognize their nomenclature, a fair knowledge | of the 
classics, a familiarity with the most important modern lan- 
guages, a fair amount of legal learning, a reading wide | enough 
to recognize a quotation and assign it to its source, whether 
it be Shakespeare, Browning, the Bible, or the | Zend-Avesta, a 
perfect knowledge of geography, a modicum of history, a fluency 
with figures and an absolute command of | the intricacies of 
English speech — spelling, punctuation, and grammar — and 
you have the foundation of a stenographic career, on which | 13 ten 
or twenty years' active practice of your profession will perhaps 
enable you to build the superstructure of success. (1219) 

Charles Currier Beale. 



510. SUCCESS AS A REPORTER 

There can be no success as a shorthand reporter without 
facility of writing. Some people object to the use of | the word 
"speed,** as implying a lack of care. But there must be the 
ability to write carefully and swiftly | at the same time, and this 
depends upon two things. The first is the power to under- 
stand what is said | as soon as it is uttered, so that your mind 
keeps right along with the idea of the man who | is talking. No 
one can keep step with ideas expressed in words of which he 
does not know the meaning. I 1 So there is no wilder fiction than 
that which tells you that a boy not yet out of school can | be 
an accomplished reporter. Get your family doctor to tell you 
in his own jargon how a surgeon performs an | appendectomy, 
and you will understand the folly of an education which con- 
sists of " Dear sir, I am in receipt of | your letter, and in reply 
will say." It is perfectly easy to understand the doctor, if you 
will study the | words he uses. But it takes a little time to learn 
them. The same is true of the jargon of |* the law. You must 
know the words and their meaning, or daily you will commit 
verbal murder. 

You can begin | to acquire speed with your first shorthand 
lesson, by learning to write smoothly and without waste of 
time each letter | and combination of two or more letters. The 
accomplished note taker does not hurry much. He simply 
keeps his hand | going. A strongly developed sense of the way 
words should be built, rather than an attempt to memorize 
forms, is | the greatest gift a note taker can have ; and this is 
more easily cultivated than you may suppose. It is | 3 quicker 
to write " pee-ray-pen-dee-kler " for "perpendicular" than it 
is to try to remember a word sign | you have met only once, 
and whose face is not entirely familiar to you. But in any sys- 
tem of shorthand | it is easier to learn the word forms than it 
is to become versed in the understanding of the meaning | of 
English words. The speakers whom reporters meet are law- 
yers, surgeons, college professors, clergymen, civil engineers, 
politicians, merchants, chauffeurs, conductors, | motormen, 
soldiers, mariners, builders, bankers, plumbers, and burglars. 
Each has his own special division of the English language, and 
before | 4 you can become a shorthand writer, and be anything 
more than a poor joke, you must have a fair understanding | of 
them all. Cheer up. It is not hard. It is simply a matter of 
time. You can learn your | shorthand long before you can 
learn the English language, the material in which you will work 
as long as you | are a shorthand writer. When you are a good 
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reporter, you can converse with any man in the language of | his 
tribe, and he will think you know a lot more about his business 
than you really do. So you | s will be respected of all men, and 
they will pay you the price you challenge for yourself. (517) 

Fred Island. 



NOTE TO TEACHERS 

Contests to demonstrate speed and accuracy in shorthand 
writing have been held under the direction of the Eastern 
Commercial Teachers' Association at their annual meetings, be- 
ginning in 1906, in Baltimore, Boston, Philadelphia, and Provi- 
dence. In the following pages are given portions of the matter 
dictated. In each case the dictation was for five minutes, and 
was given at the speed per minute indicated at the top of the 
article. The counting is by twenties. 
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511. Baltimore (at 168) 

The anthracite operators 1 committee of seven took no steps 
yesterday to frame a formal answer to the latest proposition 
of | the mine workers, but it was learned that it will be an abso- 
lute refusal to change their last proposition. 

The | independent operators will be consulted in framing the 
reply, but on one thing all are agreed — the operators in their | 
last proposition have given their last word as to what they are 
prepared to do. It is up to the | miners to accept or reject 
this proposition. The operators will wait until Mitchell chooses 
to break off all negotiations. 

It I 1 was said on behalf of the operators yesterday that the in- 
dependent operators did not authorize giving out for publication 
their | protest against having anything to do with the union 
and denouncing the organization. It was made public, it was 
stated, | by the express authorization of the men who signed it. 

Mitchell said yesterday that he will leave this city for | In- 
dianapolis to-day to attend the meeting of the executive com- 
mittee of the United Mine Workers which begins on Tuesday. 
He | would not discuss the prospects of a strike, but seemed to 
gather some hope from the coming formal reply of |* the 
operators to the last proposition of the miners. 

"The little reply we received I did not consider final," he | 
said. "It was given on the spur of the moment and was not 
the result of deliberation. We do expect, | however, that the 
formal answer will give us more details." 

E. B. Sturges, president of the Clarence Coal Mining Co. | 
of Scranton, one of the independent operators who signed the 
protest against the union, called at the Ashland House yes- 
terday | and had a conference with Mitchell. Mr. Sturges 
would not say what the conference was about, but said he 
believed |* there would be a strike. 

One of the national officers of the union said: "The miners 
did everything to avert | a strike. I am afraid that the miners' 
committee even went too far and made too many compromise 
offers. 1 1 do not believe the rank and file will be pleased at 
delaying matters so long. The committee has been putting | 
matters off because it believed that by doing so it was best 
serving the interests of the United Mine Workers | of America* 
If a strike takes place, it will be the fault of the operators." 

John Fahy, one of the | 4 district presidents, and some of the 
officers who were with Mitchell, left the city for Shamokin yes- 
terday afternoon. They will | be at the convention of the opera- 
tors in Indianapolis next week. 

Considerable interest is being manifested in the coming con- 
vention | of the mine workers of Tuesday next, when the arbi- 
tration offer of John H. Winder, president of the Soft Coal | 
Operators' Association of Ohio, Indiana, and Illinois, will come 
up for consideration. The anthracite operators believe that 
Mitchell will try | to play the soft coal interests against the hard 
coal interests. If he was sure that there would be an | § anthra- 
cite strike, which he evidently does not want to believe, it b 
probable he could make more stringent demands on | the soft 
coal men, with a good chance of winning. 

A representative of the Fairmont Coal Co. said: "Every 
one | is holding off to see if there will be an anthracite strike. 
The soft coal operators are at sea at | present. An anthra- 
cite strike, of course, would increase the demand for soft 
coal" (573) 
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612. Baltimore (at 175) 

Now, Mr. Chairman, what are the arguments of the railroads 
upon the subject? 

They have for the last year or | more been assiduously and in- 
dustriously distributing literature in every direction, from one 
end of the country to the other. They | have been making every 
plea possible against the enactment of this legislation. First, it 
is said that this legislation means | confiscation and the giving 
of power to the Commission to regulate and to fix all the rail- 
road rates of the | country. This is not in accordance with the 
facts. In the first place, the railways are fully protected in 
their I 1 rights of property by the numerous decisions of the 
Supreme Court of the United States that the power exercised 
by | the Commission shall not be confiscatory. It is provided 
in this bill that the rates must be fairly remunerative. It |is 
not in accordance with the facts, secondly, because under this 
bill no power is given to the Commission to | initiate a rate, the 
only power being, upon the complaint of a shipper that a rate 
is unreasonable, after full | hearing, to declare what is reasonable 
and just and enforce that rate as the maximum thereafter to be 
charged. 

It |* has been argued by the railroads that this legislation 
would affect all the "Jim Crow" car laws of the several | States 
whereby separate accommodations are provided for the whites 
and blacks. It is very easy for us to understand that | that 
cannot be done by this legislation. This is simply an argument 
for argument's sake and for effect. What are | known as the 
"Jim Crow" car laws of the various States have application 
only to commerce and traffic within said | States, and with their 
internal commerce and traffic the National Government cannot 
by any legislation interfere. It is said f by the railroads it will 
reduce the wages of employees. Apply to this argument the 
answer made clearly and effectively | by the President of the 
United States recently when he said to a delegation presenting 
this kind of an argument | that they did not understand the 
purport and effect of the legislation. Pure and simple, it is this, 
that when | a given rate is unreasonable, the Commission admin- 
istering the power delegated by Congress has the right to de- 
clare what is | a reasonable rate. The wages of railroad em- 
ployees are not involved. The railroads, like all corporations, 
will pay as little | 4 wages as possible and require as long hours 
as flesh and blood can endure. 

It is not only not in | accordance with the bill, Mr. Chairman, 
to affect the "Jim Crow" car laws or wages of employees, but 
it is | also an unfair, unjust, and a false argument to say that the 
purpose of this legislation is either to confiscate! or injure cor- 
porations, or that it is any attack upon capital or that its at- 
tempted object is against the interest | of either capital or labor. 
These arguments, to my mind, are mere sound and fury, made 
for the purpose, if ) possible, of defeating the bill. As said by 
the gentleman from Michigan (Mr. Townsend), joint author of 
the Esch-Townsend | bill, for which we voted last Congress : 

"The railroad corporations are standing in their own light in 
antagonizing this legislation. | It is in their interest, as well as 
in the interest of the people. Within recent years we have 
seen | In this country that the actions of great corporations 
have caused a drift toward socialistic ideas, and there has 
been | and is now a drift in the direction of Government owner- 
ship. (591) 
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618. Boston (at 150) 

Our present system of taxation has been the result of an 
evolution from circumstances rather than from a strict theo- 
retical | system. At the present time we are too often accus- 
tomed to look upon taxation as a means of profit sharing | with 
persons who have money rather than as a means of producing 
the necessary revenue to maintain our system of | Government. 
The present tendency is toward increased expenditures, by the 
individual, city, and State, while in our industrial development 
the | tendency is towards the curtailing of expenditures, and 
economy in methods. 

The State of Massachusetts has been continually increasing 
its I 1 powers until now it takes care of criminals, the sick, the 
insane, provides the military power, and makes large expendi- 
tures! for educational purposes; in addition to the ordinary 
expenses of maintaining the various branches and departments 
of the State Government | proper. To pay these expenses the 
State collects for itself a tax from the savings banks ; from cer- 
tain persons receiving | property by will or descent, called the 
collateral legacy tax; from insurance companies; and one 
quarter of the fees received | by the cities and towns from their 
liquor licenses. By far the largest amount, however, collected 
by the State is |* from corporations ; this is called the corpora- 
tion tax. While the cities and towns collect a tax on the real 
estate | and machinery of corporations located therein, the great 
value of a manufacturing corporation, in addition to its real 
estate and | machinery, is its ability to make money. The silent 
land and buildings are worth comparatively little, in com- 
parison with the | live active producing capacity of a mill or 
railroad in operation, and as the State creates and controls the 
corporation, | t,ae State collects a tax on its value as a living con- 
cern. 

Out of $9,000,000 collected last year |' by taxation from these 
various sources, the corporations paid nearly $6,000,000. 
This, however, is not all retained by | the State, since the State 
returns to the cities and towns where the stockholders who 
own stock in these corporations | live, their proportionate share 
of the amount collected from the corporations ; but if the stock- 
holders live outside of this State, | then the Commonwealth 
retains for its own use the taxes collected on the shares repre- 
sented by such foreign stockholders. The | State returned 
last year to the cities and towns about $4,500,000 of the amount 
collected | 4 from the corporation tax, thus retaining from this 
source about $1,500,000 for its own use ; | but all these sources of 
revenue after the corporation tax was returned to the cities and 
towns would have left | a deficit in the State Treasury if the State 
had not levied what is called the State tax. This is | a direct tax 
imposed by the State upon all cities and towns in the Common- 
wealth, and amounted last year to | $3,500,000. Levied on the 
basis of the value of property in the various cities and | 5 towns, 
Boston paid the largest State tax last year, amounting to 
$1,260,175, | and Gay Head $35, the smallest. This State tax 
J8 added to the regular town or | city, and county tax ; so that 
last year, every one who paid a tax on $1000 to the | city of 
Boston paid $13.20 for municipal purposes, 90 cents for county 
purposes, and $1.70 1 for State purposes, which includes the 
Metropolitan district and armory expenses. (592) 



513 

taxation 

evolution 

theoretical 

accustomed 

sharing 
' maintain 

expenditures 

industrial 

curtailing 

provides 

military 

legacy 

insurance 

liquor 

real estate 

comparison 

stockholders 

proportionate 

deficit 

treasury 

levied 

imposed 

regular 

county 
, armory 



• 



DATE. 



NAME. 



192 



SPEED CONTESTS 



514 

linA.np.iArn 








• 




reiterating 

foolishly 

tactics 
































disturbance 












agitation 
discredits 






















adversely 






- 






crusade 












deterred 












persisting 












scared 












magnates 












co-operate 












contention 












enlarging 












insincerity 












conspicuous 












impairment 












borrowers 












abnormally 












absorb 












British 












consols 












unprece- 
dented 




• 









614. Boston (at 105) 

Those financiers and railroad men who keep reiterating thai 
the President is to blame for the stock market flurry, or | for 
what they assume to be the cause of it, are talking foolishly and 
will gain nothing by such tactics. | They attribute last week's 
break in stocks and the general disturbance of the market to 
the railroad agitation which they | say the President has fomented. 
They contend that distrust has been produced as to the future of 
railroad investments, and | this is why there is difficulty in rais- 
ing capital for needed extensions and improvements to increase 
their facilities. The men I 1 who talk in that way are either doing 
it without sincerity and for a purpose, or they take a shallow | 
and superficial view of the situation, which discredits their fitness 
for the responsible positions they hold. If what the President | 
has said or done in his battle against railroad and other cor- 
porate abuses has contributed to a feeling of distrust | which 
adversely affects the investment market, the fault lies back of 
him, for he has only attacked evils which need | to be reformed, 
which never would be reformed without attack, and which if left 
to take their course would produce |* much worse consequences 
than any that this agitation has caused or is likely to cause. In 
this "crusade " he has | been doing his duty as he sees it and as 
the mass of the people see it, and he is | not in the least likely to be 
deterred from persisting in it, nor will the people be scared out of | 
giving him their support, until these railroad and corporation mag- 
nates make up their minds to co-operate with him by observing | 
the reasonable regulation and supervision of lawful authority. 

The contention that what the President has done in the way 
of I 1 establishing this regulation or of proposing further measures, 
is the cause of the difficulty that railroads are having in raising \ 
new capital for enlarging their facilities, comes either from in- 
sincerity or from lack of knowledge and judgment regarding 
the general | financial situation. The demands of the railroads 
are very large and for that reason their difficulty is conspicuous, 
but in | kind it is the same that all industrial interests are having 
in raising new capital for the increase of their | capacity, that 
commercial interests are having, and that states and cities are 
having in raising funds on their credit. It| 4 is not impairment 
of credit in these cases, but is lack of the available capital to 
meet all the demands. | Commercial borrowers have to pay ab- 
normally high rates, but their present profits enable them to 
do it, and they absorb | a large share of the floating capital. 
All manner of loans command high rates "in the street," not 
because the | volume of currency or of money is restricted, but 
because the capital which money is the means of circulating is | 
scarce. State and city bond* are impossible to float at the old 
rate for the same reason. Similar conditions prevail |* abroad, 
and money rates are high in England and Germany on account 
of the large demand for capital in proportion | to the supply. 
British consols are selling at a price which is unprecedented in 
the last forty years, not because | confidence is shaken or British 
credit is impaired, but because other investments are so much 
more profitable than these with | their fixed return. 

The plain fact of the matter is that the extension and activity 
of industrial and commercial enterprises | in the last half dosen 
years, not only in this country, but in Europe and in other parts 
of the | 6 world, have absorbed capital as fast as it has accumu- 
lated as a surplus over actual consumption, and the demand 
for | it to-day is greater than the supply. (627) 
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515. Boston (at 225) 

Mb. Foreman and Gentlemen of the Jury: 

Whatever else may be said of this action, it is not an action | 
to determine the general efficiency or the general defectiveness 
of the Smith furnaces. It would be entirely competent for you | 
to find in this case that the plaintiff is entitled to recover and yet 
believe in your own minds that | the Smith furnaces are not all 
that the makers of the Smith furnace claim for them. It would 
be entirely | competent for you to find for the defendant, and yet 
believe that on the whole the Smith furnace is an I 1 excellent 
furnace, and used with success and advantage by a great many 
people. 

It would not be competent for the | plaintiff here, in support 
,of his case, to bring forward evidence that other people to a very 
large extent, in | fact, that almost all people who had ever tried 
the Smith furnace, were thoroughly satisfied with it. For that 
reason, | the little pamphlet that had the picture of the furnace 
which has gone in in evidence here, all that book | except the 
picture was excluded from the evidence ; and I instruct you it 
is not to be considered, because it |* is in a large part testimonials 
from people who have used the furnace, and believe in it. 

It would not | be competent for the defendant in attempting to 
deny his liability on the contract, to show that the Smith fur- 
nace, | in a great many cases, had been a failure, or only a quali- 
fied success, or a partial success. The simple | question is, 
whether under this contract the plaintiff is entitled to recover. 

In his declaration, he sets up two counts ; | first, the declara- 
tion on the contract, and second, a count for goods sold and 
delivered. He cannot recover under the | s second clause, under 
the second count, because the goods were not, in the legal sense 
of the word, sold and | delivered ; because the contract itself, 
under which they were delivered and sold, provided that the 
property in the furnaces should | remain with the plaintiff until 
they had been accepted and paid for by the purchaser — "fur- 
naces to remain our property | until accepted and paid for by the 
purchaser"; and waiving the question of acceptance for the 
present, they certainly have | not been paid for; and until they 
have actually been paid for they actually remain as the prop- 
erty of the | 4 plaintiff; and whatever conclusions may be drawn 
from that, one conclusion certainly is to be drawn, and that is, 
that | the plaintiff cannot recover on the second count of his 
declaration. He relies upon his first count, and upon the | pro- 
visions of this contract. 

Under this contract, in order to recover, he would have to 
satisfy you by a fair | preponderance of the evidence, not only 
that he had furnished these Smith furnaces, but that the fur- 
naces did do the | work that it was guaranteed they would do. 
In other words, he would have to prove to you by a | R fair pre- 
ponderance of the evidence the warranties that accompanied the 
sale. He would, except for one thing, and he may | have to any- 
way. The whole underlying condition under which the plaintiff 
warranted these furnaces to do these certain things, was | that 
the furnaces should have \t least -j^-inch draft. Now it is per- 
fectly plain and I instruct you, | if there were any need of such 
instruction, that that is a condition without which the plaintiff 
cannot be expected | to do what he said he would do ; and if you 
were to find that the furnaces did not have|* the '^pinch draft, 
then the plaintiff is not obliged to satisfy you that the furnaces 
did do what | he promised that they would do. (626) 
eld. bier, ex. — 13 
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616. Boston (at 235) 

Mr. Foreman and Gentlemen: 

The plaintiff in this case is the American Mining & Smelting 
Co.; the defendants those that | have been named. The 
action is one of contract ; and the plaintiff says that the de- 
fendants owe it for cash | advanced May 14, '84 to date ; that is, 
May 16, '85, $10,500, less credit | by settlements for ore $7500, 
leaving a balance of $3000. The plaintiff says that the | defend- 
ants owe that money on the ground that they have contracted to 
pay it. 

Now, let us see about that I 1 a moment. You will have cases 
tried before you here where your judgment will be called upon 
to determine whether | persons ought to dc certain things, 
whether they have failed in the performance of a duty that they 
owe to | each other, whether they have been careless, whether 
they ought to have done something in a different way, whether 
they | have been negligent, heedless ; but in this case you are 
not troubled with the exercise of your judgment in that | way, 
because the plaintiff here says that the defendants contracted 
to pay this money ; and it is not whether they \ 2 ought to have 
contracted ; it is not whether you would say that if you had been 
in the plaintiff's place | you would have felt that the defendants 
ought to have contracted to pay the money; or whether if you 
had | been in the defendants' place you would have thought that 
you ought not to have contracted to pay the money ; | but the 
question is did the defendants in fact contract to pay the money. 
It is not whether you think | it is a contract which was advis- 
able, which on the whole was a good thing for the defendants to 
have | s entered into; that is not the question. The question is, 
Did they enter into the contract? 

There are ways and | there are courses provided by the law in 
certain cases where contracts may be set aside. Certain pro- 
ceedings may be | had, but not in this court. The question is, Is 
the contract proved to have existed ? If so, the parties | must 
respond ; because we assume in this court that the parties are 
satisfied to stand by their contracts. They should | not have 
made them if they did not expect to stand by them. That is 
what we say in this | 4 court. So that the first question of fact 
for you to determine in this case is, Was this contract made?| 
That is a very general way of putting it, but I want to call your 
attention sharply to that now, | because the case is one in con- 
tract, and not one depending upon any discharge of any duty 
arising from due | care, as the expression sometimes goes. 

The contract in this case depends a good deal, if you shall find 
that | there was a contract, upon the view that you take of the 
evidence. It is not always necessary that a I 1 party shall say, 
" I agree to pay so much money," in order that he shall be held 
to pay in | contract. There are certain contracts implied by the 
law. There are other contracts which the parties expressly 
promise to perform. | If a person gives his note and signs it, he 
expressly promises to pay ; but it does not follow that | there can 
be no contract unless there be an express one. There may be an 
implied contract. (577) 
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617. Boston (at 260) 

Mr. Foreman and Gentlemen of the Jury; 

As was said to you by Mr. Bolles this afternoon, at the begin- 
ning I or resumption of his argument, I shall not require you to 
take the case to-night. I think, however, it would | be profit- 
able for us to go over with some care a few of the general aspects 
of the case to-night, | before we to-morrow morning take up the 
particular phases which it will be necessary to consider with 
some care. 

Here | is a case where you will not have to trouble yourself 
about finding a verdict. You won't have to go I 1 out and say, 
u Which side shall we go out and find for? " because your verdict 
will be for the petitioner, | in any event, here. There is no ques- 
tion about that. You will not have to go to your room and | 
say, "Shall we find against the city of Boston, or in its favor?" 
because your finding at all events will | be against the city. The 
real question in this case will be, What shall be the amount of the 
damages | for your verdict, what shall be the amount of your 
verdict ? — not what shall the verdict be, but what shall |* be the 
amount of the verdict for the petitioner. 

The case has been an unusually interesting one. Cases of 
this | sort are not sensational, and do not furnish much food for 
the morbid — much satisfaction for those who are seeking | the 
unusual in life — but it is solid food for those of us who like to 
look at the law | as it is, view it in its historical aspect and see 
how beautifully it is adapted to conditions past and | present, 
and, we hope, in the future. Of course in a case of this sort we 
cannot expect every minute I 1 to be thrilled with excitement ; it 
is a good deal in some of its aspects like the boundary line dis- 
pute | which sometimes arises — not here so much, perhaps, as 
in the country — where sometimes it seems rather dry. You 
have | perhaps heard of Rufus Choate's answer to this complaint, 
when they were running the line between Massachusetts and 
Rhode Island, | and in trying to keep the matter interesting, he 
said he could follow it when it ran from a stone | to a stone, and 
he would keep up his interest with certainty when it ran from a 
stake and stones | 4 to a post or tree, but when the line ran from 
a bluejay sitting on the limb of a tree | to a woodpecker sitting 
on an old stump, it was pretty hard to follow exactly just where 
they were and | place them just where they were. And you 
cannot, in a case of this sort, expect that every moment matters | 
will be absolutely clear and distinct. They will not, gentlemen, 
and it is fortunate for us that they will not, | because it gives us 
a little time in a case of this length to give our minds a little 
rest. I s You would find if you had to follow with intense appli- 
cation every moment here in the courtroom, every word or| 
syllable of evidence and testimony, it would weary you beyond 
endurance. We have had during the trial, fortunately for us, | 
the assistance of counsel who have kept us interested most of the 
time. There have been contests here,- rapiers have | been 
drawn and clashed several times until the sparks flew ; but, on 
the whole, it was worth while ; it relieved, | perhaps, the tedium 
that must otherwise have thralled us. 

But the case can result only in one way, that is, |* with a ver- 
dict for the petitioner; and the amount is for you to deter- 
mine. (614) 
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6ia Philadelphia (at. 180) 

Gentlemen of the Jury: 

The plaintiff alleges that on November twenty-fourth, nine 
teen hundred and three, somewhere between half past | four and 

* five o'clock in the afternoon, he alighted from a trolley car after 
it had come to a stop | at the corner of Fifteenth Street and 
Snyder Avenue, at the regular and usual place of stopping, and 
that almost | at that same instant, in fact before he had taken 
more than a step or two toward the sidewalk, he | was struck by 
something, rendered unconscious, taken to the station house, 
and there examined by the defendant, who is a | ! physician; 
and that his having been struck caused the injuries which you 
have heard him describe, and for which he | now seeks to recover 
damage from the defendant, because he alleges that it was the 
defendant's automobile that negligently struck | him and caused 
the injuries. 

This is substantially the story as told by the plaintiff. The 
wife of the plaintiff | testified to that which obliged me to submit 
the case to you for consideration. She said that she called upon | 
the defendant that same evening, and that in conversation with 
him he told her that the accident was caused by | 9 his own fault, 
1 that he had been running the automobile faster than he should 
have done, because he had been | giving a sick child of his an 
airing and was in a hurry to get the child home. 

I instruct | you that if you believe the plaintiff's story, that 
he alighted from this car at the point he described, he | had 
absolutely the right of way, without question, of the crossing for 
such a reasonable time as he should require | to get from the car 
to the sidewalk ; and that if the defendant ran him down, he did 
it at | a his peril and must answer in damage. 

I do not propose to comment at any greater length on this 
evidence. | There is but a scintilla, I am bound to say, for your 
consideration in favor of the plaintiff's contention. The | only 
witness called by the plaintiff, I mean eyewitness to the actual 
occurrence, contradicted the plaintiff in every essential | alk- 
, gation. You will remember his testimony, as it must be en- 
tirely fresh in your minds. 

The defendant has called a | number of witnesses who also 
specifically deny what the plaintiff tells you, and they gp fur- 
ther, in that they tell |* you that the plaintiff was evidently under 
k the influence of liquor, and they say that, instead of the auto- 
mobile running | down the plaintiff, the plaintiff ran down the 
automobile. You will remember also that the defendant roost 
positively denied having | admitted to the plaintiff's wife that 
he was running at a high rate of speed, and also that he ad- 
mitted | to her that it was his fault that the accident occurred. 

The credibility of any and all the witnesses is | for the jury. 
You have seen them before you, you have noted their manner 
of testifying. What do you think I 1 of the probabilities ; where 

• do you think the truth lies ? The case is so fresh in your minds, 
and the | evidence is of such a contradictory character, that 
I feel it entirely unnecessary for me to go into it at | all in 
detail. 

If after a careful examination of all this evidence, you should 
conclude that the defendant negligently caused | the accident to 
this plaintiff, as alleged by him, then you may give to the plain- 
tiff the expense of fifty | dollars, if you believe that it is a just 
expense, for the medical attendance. You heard the evidence 
as to |* this bill for fifty dollars. (605) 
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519. Philadelphia (at 200) 

It is estimated that in Great Britain alone, steam power and 
machinery have a productive energy equal to six hundred | mil- 
lions of men. Trains of palaces on wheels fly over mountains 
and under them, and across iron roadways suspended at | dizzy 
heights by triumphs of engineering skill; floating palaces, re- 
gardless of wind or wave, cleave their way through three thou- 
sand | miles of water in a little more than six days ; the uttermost 
parts of the earth have been brought within | speaking distance ; 
the sands of the desert have been divided by a water way for 
the commerce of the world ; I 1 the richest treasures of ancient 
history and art have been lifted from the dust of ages, multi- 
plied a million fold | and scattered broadcast over the world, 
available alike to the rich and the poor. A daily record of the 
world's | history can be had, morning and evening, for a penny ; 
the night is flooded with the light of noonday brightness ; | the 
human voice is heard speaking through hundreds of miles of 
space ; the words we long to hear come leaping | halfway round 
the world between our heart throbs; and by a simple touch, 
nerves are deadened to the pain |* of the knife that cuts to save. 
Life has been lengthened, its comforts multiplied, its miseries 
subdued ; and all this | is the record of the enlightened man of 
action, the business man. We glory m the triumph of mind 
over | matter and in the material riches which follow, not f of the 
riches themselves, as a finality, but for the freedom | which they 
give, for freedom lies in power. Every conquest over matter 
lifts man higher above the clay and gives | greater wing-room 
for the angel in his nature. Great power fills noble natures 
with great desires to use it nobly. |* Only he who does not under- 
stand his business need be a slave to it. The only curse about 
labor is | the curse that a poor workman brings to it. Idleness 
is death in life. Mind, body, and spirit develop in | wisely directed 
action, and no other way ; and to enable one to direct his action 
wisely is the true end | of education. Different occupations are 
only different forms of action ; each occupation is action directed 
to the attainment of certain | results, and special education for 
any calling is simply instruction in those rules of action best 
calculated to attain the | 4 desired result ; and without familiarity 
with the rules of action which pertain to one's business, and 
facility in their application, | success is doubtful. The value of 
such education has been fully recognized, and we have institu- 
tions for special training in | theology, medicine, law, business 
pursuits, engineering, artistic designing ; and in nearly all occu- 
pations; and the success of graduates of these | special schools 
in their various callings is but the logical result of the fitness of 
their preparation. It is well | to remember that what the world 
calls failure is not unfrequently the best of success. In 1852 
when I* dying and destitute emigrants literally crawled on 
hands and knees over the Sierra Mountains, trying to reach 
the settlements, an | old California settler drove all his cattle up 
to the mountains, butchered them, and fed the starving. He 
had hia| men load all his mules with flour, which was at that time 
worth its weight in gold, and push on | night and day over the 
mountains to meet these hungry pilgrims and feed them, that 
they might have strength to | reach his ranch where there was 
shelter and rest. (589) 
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520. Philadelphia (at 220) 

Q. Did you contribute to any patriotic purpose or political 
purpose at his request? 
A. No, sir, I never did. | 

Q. So that with the exception of those items you have stated 
, nobody was interested in these contracts except you | and Mr 
Smith? 
A. Yes, sir. 

Q. I now show you Comptroller's voucher, which was the bii 
paid to you | by the State of New Jersey, I draw your atten- 
, tion to your cash book, under date of December 30. That| 
' is the day which is stated in your book as being the last day 
when work was done, when this I 1 bill of four thousand and odd 
' dollars was paid? 
• ii. Yes, sir. 

Q. Observe in your cash book on that | day a charge for your 
expenses to Trenton. You doubtless went to Trenton on that 
, day, did you not? 
A. | It is likely, sir. 

Q. And made out your large bill for four thousand and odd 
dollars? 
ii. It is | very probable that I did. 

Q. Right below it I see an item of wages, two hundred and 
seventy-five | dollars, which is correct according to your time book. 
» You paid the wages that day, doubtless, didn't you ? 
. A. It | a is quite likely that I did. 

Q. You had a large number of men finishing up the work here 
at | that time, did you not? 
A. Yes, sir. 
' Q. To get ready for the Legislature? 
. A. Yes, sir. 

Q. And | you finished it that day? 
A. Yes, sir. 

Q. And the next item right under it, I observe, b expenses | 
two hundred and fifty dollars? 
A. Yes, sir. 

Q. These three items, evidently, were all written at the same 
. time? | 

A. Yes, sir. 

Q. Who got the two hundred and fifty dollars? 
, A. I take it that was expense thatp had accumulated in 

connection with the work up to that time. 
' Q. This item does not appear anywhere in your | journal or 
ledger. To whom did you give that money? 
A. I cannot answer, sir. 
Q. Don't you remember? 
4. 1 1 do not. 

Q. Isn't it extraordinary that H should not be charged to 
; anybody? 

A. Well, I don't know | but what it is, Lut my recollection is 
it was either expended for wages or else went to my personal | 
benefit. 

Q. You didn't let two hundred and fifty dollars in cash got 
away from you without knowing where it | 4 went? 
A. No, it is not likely I did. 

Q. Why didn't it go to some of your ledger accounts ?| 
A. That I could not answer. 
Q. Who do you think came down if you were sick? 
A. I think | Mr. Martin did. (443) 
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621. Philadelphia (at 240) 

Mr. Foreman and Gentlemen : * 

As this is the first case that you are to try during the six 
weeks which | you are to sit here, perhaps it will be appropriate 
for me to say something of our respective duties. It | is my duty, 
is presiding judge, to preside during the trial and to direct what 
evidence shall be submitted to | you, and to direct the general 
course of the proceedings, and finally, to state the law appli- 
cable to each case, | without expressing any opinion about the 
facts. It is your duty, on the other hand, to decide all con- 
troverted questions | l of fact, taking your law from the court. 
You are bound to assume that I am giving you correct law, | 
whether I am or not, and it will be correct law until the Supreme 
Court, who have a chance to | review me, say that it is not cor- 
rect law. You ought to assume, when I state the law to you, | 
that it is a correct statement of the law, and apply the facts to 
the law. 

You are selected as | jurors, and in my opinion you can perform 
no better service for the state. You are practically judges of 
fact, I s and have very important matters to determine. You can 
not generally be reviewed ; it is only in unusual and extreme | 
cases that your verdicts can be interfered with ; and therefore 
your natural feeling, of course, would be not only that | you ought 
to decide all cases justly, but that you must so decide them, 
having taken an oath to decide | all questions of fact in accordance 
with the evidence and under the law given to you by the Court. 
If I it were not for jurors to help the Court, I do not know how we 
should get on. 

This system |* which we now have has been in existence for a 
great many years; we inherited it, so to speak, from | our 
mother country; and I presume it will be in vogue long after 
you and I have passed over to | the other side. It is the best sys- 
tem we have ; it is not claimed it is perfect, but it is | claimed that 
it is the best system we know of. The law contemplates, and 
the statute provides, that jurors shall | be men- of good moral 
character and sound judgment ; and with such jurors we expect 
substantial justice. In the term | 4 of court upon which you are 
just entering you will have many important cases to decide, and 
this case is | an important case, important both to this defendant 
and to this plaintiff. 

The plaintiff, gentlemen, is always the person who | brings the 
suit. In this case it is Mr. Smith. The defendant is the person 
or corporation defending the suit. | In this case it is this railroad 
corporation. I think sometimes lawyers and judges use the words 
"plaintiff " and "defendant"! so readily that they forget that 
jurors do not always understand those terms at the beginning 
of the term. 1 1 1 sat once for nearly a whole term of court, and 
then one juryman came up and asked me, "Who is | the plaintiff 
and who is Vie defendant ? " so I think it is always well to start 
by stating carefully that | the plaintiff is the person or company 
which brings the suit, and the defendant is the person or company 
which I is defending. 

The law puts upon one party or the other what is called the 
burden of proof. In a | criminal case this burden of proof must 
be sustained beyond a reasonable doubt. (593) 
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622. Philadelphia (at 260) 

Q. Coming back to the day of the accident, you were bound b 
town on that day ? 

A. Yes, sir. | 

Q. Where were you going? 

A. I was going to the hospital. 

Q. What was the purpose of your visit | there? 

A. I was going there to see about my hearing; 
mencing to get deaf. 

Q. Had you | been going there regularly? 

A. No, sir, not at that time. 

Q. How many times had you been there, in | regard to your 
hearing? 

A. Well, I can't say; I don't remember. 

Q. Well, over what space of time was I 1 it that you had been 
going there? 

A. Well, that I can't remember. 

Q. Was it a week or a | month, or several months? 

A. It must have been several months that I was there at that 
time ; it was | in the fall before that that I went there once. 

Q. For how long a time previous to that had I your hearing 
been troubling you ? 

A. For four or five years. 

Q. It hadn't been very good for four or | five years? 

A. It used to trouble me some, but not very much* 

Q. You say you took an elevated | s train, and got off at Cross 
Street? 

A. Yes. 

Q. And you came down the stairs? 

A. Yes. 

Q. Where | was the car when you came down the stairs, do 
you remember? 

A. The car wasn't there. 

Q. Where were | you when the car first came into sight? 

A. Standing on the platform, waiting for the car to. come. 

Q. | Were you near the stairs down which you had just come-? 

A. I think so. 

Q. So that you came | down the stairs, and then moved off to 
one side, a few feet, and waited ? 

A. I was waiting for | s a car. 

Q. You were probably right near the stairs; is that a fact? 

ii. Very near. 

<?. How did|this car come; did it come around Cross Street 
or down Washington Street? 

A. Around Cross Street. 

Q. Do you | remember the color of it? 

A. No, sir. 

Q. The car came to a stop, did it? 

A. Yes, sir. | 

Q. Where was the front of the car with reference to you r 

A. I was standing right at the front | of the car. 

Q. Was the front door of the car opened, Mrs. Jenkins? 

A. No, sir. 

Q. Did anybody \* alight from the car, do you remember? 

A. I don't remember. 

Q. When the car came to a stop, what | did you do? 

A. I went right for the rear end. 

Q. Were there many other people there on the | platform? 

A. Not just at that time; I didn't notice them. 
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Q. Did you notice anybody else? 

A. Not when 1 1 went to take the car. 

Q. So you don't think that anybody got off the car at that 
place? | 

A. I couldn't say. 

Q. You walked toward the rear of the car? 

A. Yes. 

Q. And you reached out I 1 and grabbed hold of the handle by 
what hand? 

A. My right hand. (513) 

623. Providence (at 200) 

I suppose there is no one here who has not thought more or 
less about Christ. You have heard about | him, and read about 
him, and heard men preach about him. For nineteen hundred 
years men have been talking about | him and thinking about him; 
and some have their minds made up about who he is, and doubt- 
less some have | not. And although all these years have rolled 
away, this question comes up, addressed to each of us, "What 
think | ye of Christ ?" 

I do not know why it should not be thought a proper question 
for one man to I 1 put to another. If I were to ask you what you 
think of any of your prominent men, you would | already have 
your mind made up about him. If I were to ask you what you 
thought of your noble | King, you would speak right out and tell 
me your opinion in a minute. 

If I were to ask about | your Prime Minister, you would tell 
me freely what you had for or against him. And why should 
not people | make up their minds about the Lord Jesus Christ, 
and take their stand for or against him ? If you think |* well of 
him, why not speak well of him, and range yourselves on his 
side ? And if you think ill | of him, and believe him to be an 
impostor, and that he did not die to save the world, why | not 
lift up your voice and say you are against him ? It would be 
a happy day for Christianity if | men would just take sides — if 
we could know positively who was really for him and who was 
really against | him. 

It is of very little importance what the world thinks of any one 
else. The King and the statesmen, I 1 the peers and the princes 
must soon be gone. Yes ; it matters little, comparatively, what 
we think of them. Their | lives can interest only a few ; but 
every living soul on the face of the earth is concerned with this | 
Man. The question for the world is, " What think ye of Christ ? " 
I do not ask you what you think | of this minister or that, of 
this doctrine or that ; but I want to ask you what you think of | 
the living person of Christ ? 

I should like to ask you what you think of him as a teacher. 
He | 4 spake as never man spake. I should like to take him up as 
a preacher. I should like to bring | you to that mountain side, 
that we might listen to the words as they fall from his gentle lips. 
Talk | about the preachers of the present day! I would rather 
a thousand times be five minutes at the feet of | Christ than listen 
- a lifetime to all the wise men in the world. He used just to hang 
truth upon | anything. Yonder is a sower, a fox, a bird, and he 
just gathers the truth round them, so that you I 1 cannot see 
a sower, a fox, or a bird without thinking what Jesus said. Yon- 
der is a lily of the | valley. You cannot see it without thinking 
of his words, "They toil not neither do they spin." 
He makes the | little sparrow chirping in the air preach to us. 
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How fresh those wonderful sermons are ; how they live Uwiay 1 
How | we love to tell them to our children ; how the children love 
to hear ! "Tell me a story about Jesus/' | — how often we hear 
it ; how the little ones love his sermons ! No storybook in the 
world will ever interest |* them like the stories he told. And 
yet how profound he was ; how he puzzled the wise men ! Oh, 
do | you not think he was a wonderful preacher? (628) 

524. Providence (at 220) 

Gentlemen op the Jury: 

This part of this court is called a jury part for cases for trial 
by jury. | That is, perhaps, enough of an explanation that the 
ruling of the court in submitting the case to you is | without much 
consequence, so far as you are concerned, and certainly is not 
significant of any opinion of the court | respecting the facts. The 
happening of an accident is not sufficient to authorize a verdict 
for the person who is | injured. Here the plaintiff says that on 
the day before Christmas, 1901, while she was lawfully near) 1 
the crossing or crosswalk of Forty-second Street, which leads 
from the north side to the south side on | the east side of Fourth 
Avenue, after she had signaled to the motorman of the car going 
down town, another | of the defendant's cars, bound east, which 
car was one of those operated by the defendant upon Forty- 
second Street, | between Lexington and Madison Avenues, ap- 
proached the spot where she was standing, and by reason of the 
negligence of the | defendant and its servants and agents in the 
operation of both of said cars, and by reason of the dangerous |* 
manner in which the tracks upon which they were run were 
constructed,, placed, and maintained by the defendant, the 
plaintiff | was caught and crushed between said cars and thrown 
down upon the street with great violence, in consequence of 
which | she suffered certain injuries. 

You will recall, even if you do not know about it yourselves, 
what the plaintiff said | as to the tracks that were there, how long 
they had been there, and of her familiarity with them, and | also 
the statement of the police officer respecting the tracks. So far 
as the tracks and other construction are concerned, |* you may 
assume that they were lawfully laid and lawfully maintained. 
Furthermore, gentlemen, it was said that the cars called | the 
Third Avenue Line, and also during the trial the Forty-second 
Street Line, were the property of the defendant. | That has not 
been proven. It is conceded by the pleadings as they stand that 
that is an error and | that the cars going east and west on Forty- 
second Street are not under the control of the defendant at | all. 
It comes back then to this : Has the plaintiff proven to you by a 
preponderance of evidence which you | 4 credit, that she suffered 
the injury solely through the negligence of the Astor Place car — 
the motorman of the Astor | Place car — and that she did noth- 
ing herself to contribute to the accident ; because what we take 
upon ourselves by | carelessness or heedlessness we cannot ask 
anybody else to pay for. 

If she has made that out by a preponderance | of evidence which 
you credit, and to your satisfaction, she is entitled to recover 
compensation for the injuries which she | has or may have re- 
ceived and suffered, and also for any pecuniary loss that may have 
come to her — for | 8 under the law, where a woman carries on a 
separate business and is caused to lose her capacity for that| 
business by the negligence of some one else, she can recover for 
that loss, except so far as her services are | concerned in her 
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household work, in which case she cannot recover, because that 
would belong to her husband. But, gentlemen, | on* the other 
hand, if the plaintiff has failed to convince you by a preponder- 
ance of evidence which you credit, | that this accident came to 
her solely through the negligence of the Astor Place car motor- 
man, without any fault on |* her part, then the verdict must go 
to the defendant. (610) 

625. Providence (at 240) 

Gentlemen of the Jury: 

This plaintiff tells you that upon a certain day he was going 
up Main Street, or | about to go up Main Street, and that he put 
his foot on an obstruction that the City of Philadelphia | had 
allowed to exist on that street for such a length of time it was 
bound to know it was | there ; that it was an obstruction covered 
with snow, and was so covered that he could not tell what it | 
was, and, therefore, there was no carelessness on his part. He 
says that he fell and hurt himself, and that | l the City of Phila- 
delphia should pay him enough money to compensate him for 
the loss he sustained by reason of | his falling on the street, and 
for the pain and suffering he had to endure because of it. 

This is | an action of negligence. Negligence is the absence of 
due care under the given circumstances of any case, that is, | 
a failure to do that which a reasonably prudent man would have 
done under the circumstances, or the doing of | that which a rea- 
sonably prudent man would not have done under the circum- 
stances. When I say "man " in this case, \ 2 1 refer to the City of 
Philadelphia. 

It is the duty of the city to keep its streets in a | reasonably 
3afe condition for an ordinary man to travel upon with safety. 
If the streets are defective or if nuisances | exist upon them, it 
is the duty of the City of Philadelphia to remedy those nuisances 
if they have any | notice of them. Notice can be proved either 
by showing actual notice, that is, that somebody in authority 
went and | saw the defect or was told about it, or by proving that 
the defect had existed for such a length | s of time that a prudent 
man would say that the city should have known of it. In this 
case the | plaintiff depends upon the latter kind of notice, for he 
says that the defect had existed for a certain length | of time. It 
is for you to say whether it had existed for such a length of time 
that the | city was bound to know about it. If you think it had 
existed for such a length of time that | the city would be bound 
to know of it, that would be notice. If you think it had not 
existed | 4 for such a length of time that the city would have notice 
of it, then that would be the end | of the case, for if the city had 
no notice, either constructively or actually, then it would not be 
liable. | 

I am not going over the testimony. It is short, and it is en- 
tirely for you. I may comment upon | it a little as I go along, 
, but my comments have no binding force upon you. The facts 
are entirely | for you and the law is for me. 

In this case, if you believe the plaintiff was walking along in I 1 
such a careless manner, and in such a negligent manner, that he 
fell over something that he might have avoided | if he had used 
better care, or such care as an ordinarily careful person would 
have used ; then he cannot | recover, no matter how much negli- 
gence there may have been on the part of the city. It is for you | 
to say whether the plaintiff was negligent or not, and whether 
he should have seen this obstruction. (577) 
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526. Providence (at 240) 

Q. You had lived there over the office how many years? 

A. I lived there three years all but a | month, in fact, all but 
about a week. I moved there on the 2d or 3d of July. No, 1 1 
am wrong, on the 7th of July it would have been three years 1 
lived there. I was there a | little less than three years. 

Q. During the month of June, 1906, did you perform any 
duties with | regard to the property of the ice company ? 

A. Yes, sir. In the evening after the day man went home f 
I made a general supervision of the place to see that everything 
was all right. I went out in the | evening and took a run around 
before going to bed. 

Q. What did you say? 

A. After the day man | would go away, I would take a walk 
around the yard before I would go out in the evening, to | see 
that everything was all right and everything locked up ; and at 
night before going to bed I would look | around ; and also take a 
look at the yard in the morning before going over to the plant at 
State I s and Market Streets. 

Q. Did you do that as a matter of curiosity, or did you do 
that as a | part performance of your duty ? 
. A. It was partly in the performance of my duty and partly 
in protection to | myself. I had a family there and we lived in a 
frame building. I knew there was danger from fire, | and I used 
to do that as a matter of precaution. 

Q. On the day or night of the fire | had you made your usual 
inspection ? 

A. Yes, sir. About seven o'clock that evening I had taken l 
walk around. \* I then went to a wedding and did not get home 
till late. I got home between half past eleven | and a quarter te 
twelve. 

Q. Never mind that just now. Just answer the question and 
then stop. Did you | make any examination when you came 
back? 

A . When I got back, I didn't go around the yard. I opened | 
the back gate and took a look up the yard and saw things were 
right. Coming up the street 1 1 came along the front of the build- 
ing on the Main Street side. When I got up stairs, I went into |* 
the children's room to look and see that they were all right. 
We have two windows in our room which | look straight out in 
the yard, and I could look through there and see if there was any 
fire. 

Q. | Just tell what you did in reference to this ice property. 

A. Coming back I looked through the windows there | and 
saw everything was right and went^to bed. 

Q. What time was that? 

A. It was, as near as 1 1 can recollect, about a quarter or ten 
minutes to twelve. I may be a little off in the time ; I 1 that is 
my general recollection of it. 

Q. What time do you think the fire was? Were you at the J 
fire? 

A. Yes, sir. 

Q. What time do you think the fire was? 

A. It broke out, according to my | idea, pretty close to twelve 
o'clock. It was within a few minutes, one way or the other of 
it ; a | little previous to twelve, if anything. 

Q. How long before the fire broke out was it that you made 
your | examination through the window? 

A. It could not have been more than fifteen minutes. (594) 
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527. Providence (at 260) 

Q. Ax the time of the making of the agreement of November, 

1905, did you then loan Mr. | Boyer the amount named in the 
agreement ? 

A. Yes, sir. 

Q. ThatdayT 

A. Yes, air. 

Q. And the note | was dated that day, wasn't it, — the first 
note? 

A. I think it was that date. 

Q. Where did the | transaction take place ? 

A. Central National Bank of New York. 

Q. And how did you make the loan, — by cash, or | check, or 
what? 

A. Cash. 

Q. In what form was the cash? Bank notes? 

A. Bank notes. 

Q. Was there I 1 any special reason why it was made in cash 
and not by check or draft ? 

A. No, sir. 

Q. Did | Mr. Boyer ask that it be in cash ? 

A. I don't think he did. 

Q. That was your choice ? 

A. | Yes, sir. 

Q. Did Mr. Boyer say what he wanted the money for? 

A. Well, he wanted it for the | railroad matter. 

Q. Was anything ever paid on account of the amount loaned 
to him under that agreement? 

A. No, | sir. 

Q. Either for principal or interest, or anything? 

A. No, sir. 

Q. Now, the second agreement, which bears date| s April 2, 

1906, — where was that consummated ? 
A. In Trenton. 

Q. And were the papers prepared there ? 

A. 1 1 think they were prepared — I couldn't say whether 
they were prepared that day or not. They had them with| 
them. 

Q. Did you have them with you or did he have them with 
him? 

A. He had them. 

Q. | And which Boyer was it! 

A. They were both there. 

Q. Both present? 

A. Yes, sir. 

Q. This note is | for ten thousand dollars, and is the one 
offered in evidence. That is a renewal, I understood you to 
say? | s 

A. Yes, sir. 

Q. And the loan, represented by the original note, was made 
up in Trenton? 

A. Yes, sir | 

Q. And who arranged about that, — about your coming 
there? 

A. Well, we did that by correspondence. 

Q. They asked | you to bring cash ? 

A. Yes, sir. 

Q. Did they say what they wanted that money for? 

A. The promoting | of the railroad. (363) 



527 

agreement 

transaction 

loaned 

evidence 

renewal 

represented 

original 

promoting 

528 
conductor 

interior 

occurrence 

boarded 

definitely 

recollection 

accident 

Special 
abscess 

aggravate 

nostalgia 

relapse 

respiratory 

spinal 

intermittent 

intestinal 

nausea 

jugular 
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ligament 

stomach 

pharynx 

paralytic 

curvature 

malaria 

hysterics 

cataract 

absorbent 



cervical 

cerebral 

innoculate 

convalescent 

homeopath 

allopath 

malignant 

epileptic 

corpuscle 

peritonitis 

cauterize 

muscular 

stethoscope 

drainage 

bronchitis 



628. Providence (at 280) 

Q How long had you been a conductor at the time of this 
occurrence? 

A. About four years and a | half. 

Q. How long had you been a conductor on that line ? 

A. Practically all the time. 

Q. How many | people were there in the interior of the car at 
the time of this occurrence ? 

A. Somewhere in the neighborhood | of five or six. 

Q. How many people were there on the platform? 

A. Two at the time he boarded | the car. 

Q. Did you make a report of this occurrence to the company? 

A. I did. 

Q. Did you I 1 report the names of the people who were inside 
of the car? 

A. Some of them. 

Q. How many names | did you take of the people inside ? 

A. Well, I obtained the names of five or six different people 
who | were on the car. 

Q. I asked you about the inside of the car, first. 

A. On the inside of | the car? 

Q. Yes. 

A. Well, we will say four. 

Q. Was that all there were in the car? 

A. 1 1 could not say definitely. 

Q. Well, what is your recollection ? 

A. There may have been others and there may |* not. 

Q. Can you name the four now, whose names you took? 

A. Do you mean those inside the car?| 

Q. Yes, inside. 

A. There was a Mr. Brown. 

Q. What is his first name ? 

A. I do not recollect. | 

Q. Where does he live ? 

A. I don't remember. 

Q. Have you your report with you? 

A. No, sir. 

Q. | Have you seen it to-day ? 

A. No, sir. 

Q. Well, name the others. 

A. Mr. Thompson, Mrs. Miller, and a | lady who was with her. 
I don't remember her name. 

Q. Have you seen those people since the accident ? 

A. | s I don't exactly understand the question. 

Q. Have you seen those people, yourself, since the occurrence} 
Did you go and | see them ? 

A. I made no special effort to see them. 

Q. Well, did you see them ? 

A. I saw | Mr. Thompson. 

Q. Did you see any of the others? 

A. Not until the trial. 

Q. Who were the people | on the outside, on the platform? 

A. Mr. Jones ; that is all I know. 

Q. What is his first name? | 

A. I don't know that. 

Q. Where does he live? 

A. I don't know that. 

Q. Have you seen him | 4 since the occurrence? 

A. Not until I met him at the trial. (412) 
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do you mean 

to say 
oo you recall 
do you recollect 
aoyourememb 
esteemed (avor 

tactaoftfce 
formsUnea 
tor the purpoao 

for you are 
fentlemen of the. 
jury 

bavenot 
bavtyou 
have you 
be doe* 
be does not 
be is 



EXERCISE 103 

Dear Sir 
Dear Madam 
Dear Miss 
My dear Sir 
My dear Madam 
My dear Miss 
My dear Mr. 
My dear Friend 
Youra truly 
Youra sincerely 
Yours respectfully 
Yours faithfully 
' Very truly 
Very truly yours 
Very respectfully 
Very respectfully yours 
Cordially yours 
Sincerely yours 
Your letter 
Your letter in reply 
Your many favors 
In answer to your letter 
In reply to your letter 
I have received 
We have received 
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We are In receipt 



We are in receipt of your 
letter 



I am in receipt of your 
letter 

I am in receipt of your 
order 

I am afraid 

I have your letter 

I have your order 

I have been 

We have your letter 

We have your order 

Inclosed find 

Inclosed find receipt 

Please find inclosed 

Recent date 

To which you refer 

To which you may 

In response 

In reference to the matter 

In regard to the matter 

In regard to such matters 

You will be 

You will be sorry 

You wiU find 

You wfll have 

In which yon will 






let us hear 

from you 
let us know 
many of them 
■ rof 




we regret to ay 



iber of the bar - ^ 
ofthe £ - 

legislature ^ 

more or icm , -» ^ 

Mr. Coalman __ 

Mr. Speaker 

My dear Friend ^ 7 
My dear Madam ** 

My dear Mm — i£ 

My dear Mr. 

My dear Sir 
neceeaary In- 
formation 
no, sir 
of course 
of course they will 

of this city 

of your city 

of your trade 

on thb occasion ^ / o 

please find inclosed "y 



~S 



f ~>*-£> 



please send check 
recent date 

redirect ex- 



** 



seems to me 
shall be able 
since that time 
sincerely yours 

should be able 
toss to make 
so sa to receive 
something else ^_ 

somewhere else 
sooner or later 
state whether w 

or not y 
superior court 

Supreme Court of the 
United States 
that you may / 

that you will be 
that you wfll find 
that you will have 

there are many 
things 
there should be 
there will be 
this bn 
this tune 
to be able 
to be sure 
to do so 

to send you 
to which you may 
to which you refer 
very respectfully 
very respect- 

fully yours 
very truly 
very truly yours 
we are informed 

we are in receipt 
we are in receipt 

of yourlette 
we are sorry 
we are sure 
we are very sorry 

we find 
we have 
we have been 

we have decided 
we have done 
we have done so 



-2-7 



wt have no doubt 



we have your 
letter 
we have your order 



we shall be able 
we shall be glad 

we shall be pleased 
wi shall have 
we take pleasure 

we think 
we think so 
we think thb 
we think you will 
we will be sure 
we will say 
we wis ship you 
we will show you 
what are you 

what do you mean «- 
what is your ago 
what is your business 
what is your name 
what is your 

occupation 
what was the 
when you can 
when you have 
when you 

have done 
where did you 
where did 

you make 
where do you live 

where do 

you reside 
where does he live 
which has been 
which would 

have been 
which you 

will receive 
will be able 
will be there 
with regard to 

the matter 

with respect to 

the matter 
would be able 

yes, sir 

you are 

you are probably 

you are right " 

you are wrong 

you can 
_ you can be 
'you can do so 

you can not be 

you can not 

do so 
you could not be 
you have 
you have no time 
you may be able 
you may be sure 
you might let 

us know 

you win be 
you will be able 
you will be sorry 
you win be sure 
you will find 
you will have 
you will not 

be able 
you will probably 
your letter 
your letter in 

reply 

your many favors 
your order 

wdlhnv* 
yours faithfully 
yours respectfully 



yours sincerely 
yours truly 
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ability 
abnormally 



^? s? adjusted 

£~\ rS-~~* adjustment 

«*^ v^ ^Hminister 



above 



L 



abrogated 



absolutely 
absorb 

absorbent 
absorption 
abundant 

abused 



administer 

administered • 

administrate 

administration 

administrator 

admission 

adulteration 

valorem 
advanced 
advancement 

^ /^ ( sZ? advancing 

£^-~ advantageously 






/* /? /? ad, 

( ( ( adv 

f i / adv 




adventurers 



academy 

accept 

acceptable 

acceptance 

rible 



S/?\ ^tT~^-, adversary 



*r? 



*n 



<r> 



<n &~* 



accessory 

accident 

accidentally 

accommodate 

accommodations _/! 

accompanied &"* 

accompanying 

accomplice 



f 






advisable 

advise 

adviser 

advisory 

advocate 

affairs 

affect 

affected 
affidavit 
affiliation 

affixes 
afford 
afforded 

Africa 
afternoon 



accord 

accordance 

account 

accountancy 

accountant 

accrued 

accumulated 



accumulator 

accuracy 
accurate 
accurately 

accusation 

accustomed 

acetic 

acetylene 

achieve 

acknowledgment 

aconite 

acquaintance 

acquainted 

acquiesce 
acquired 
acquirement 

acquisition 

acquittal 

acres 

active 

activities 

actor 

actual 

actually 

actuary 

adage 

adapted 

additional 

adjourn 

adjust 

adjustable 
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agate 

agencies 
agency 

agent 

aggravate 

aggregated 

agitation 

agree 

agreement 

agricultural 
agriculture 
agriculturists 

ahead 
ailments 
air brake 

Akron 

Alabama 

Alameda 

Alaska 
Albany 
alcohol 

alcove 

a~&* &"& a ! dcrmen 

' alert 

alertness 

Alexandria 

algebra 

alias 
alibi 
alighted 

alimentary 
alimony 
alkali 
llegation 
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"/ O ' O Allegheny 

Allentown 
alligator 
f allopath 
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matter 
Let us hear from you 
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We must ask 
We must ask yon 
We shall be able 
We will ship you 
We think you will 



With respect to the 

matter 



You may be sure 

You may be able 

You will be sure 

You will probably 

As early as 

As early as possible 

As a matter of course 

As soon as possible 

For the purpose 

Have not received 

Have you 

Have you seen 

I am directed 

I am in possession 

Of this city 

Of your city 

We think so 

He must be 

Would be able 



Allotments 
allowance 
allowed 




^^ 



^ <*-& ? 



almonds 
almost 

aloud 
alpaca 
Alpena 

alphabet 

alphabetical 

alteration 

alternating 

although 

Alton 

AHoona 
altruist 
aluminium 

aluminum Q — -• 

amalgamation o — ^— + 



cj fcT ^T 




amateurish 
amazingly 



ambitious 



T°7S 



apart 

apartments 

SDOolexv 

apostrophes 
apothecary 
apparatus 

apparel 

apparent 

appeal 

appearanoe 

appears 

append 

appendectomy 

appendicitis 

applause 

Appleton 

appliance 

applicable 

applicants 

application 

applied 

appointee 

appointment 

apportion 

apportionment 

appraiser 

appreciable 

appreciated 
appreciation 
apprehend 

appropriates 

appropriation 

approval 

approximately ^ 

appurtenances /^ ^^T 





antimony 
antipathy 
antique 

antiseptic 
antithesis 
antitoxin 



any 

anything 

anywhere 
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automobile 

autopsy 

auxiliary 




authoritative «"^ 
authorities 
authorisation 
authorised &S-f 
auto-dietation 

autographic 
automatic «x£^* 
automaton 



GREGG 



Again And a gjMTi 

Anybody else 

Anything else 

As far as 

As near as I can 

As soon as you can 

At the time 

At that time 

To be sure 

By the way 

I am prepared 

I am requested 

I am ready 

I am wrong 

I am willing 

I desire 

I do not know 

I did not know 

I do not understand 

I think it wao 

I think so 

If there is 

If you will be 

If you will oblige 

If we are 
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In every way 
In every respect 
In consequence 
In consideration 
In order to make 
In order to judge 
Just now 
More or less 
Latter part 
Of course 
Of course they will 
Bo as to make 
do as to receive 
Something else 
Somewhere else 
There should be 
There are many things 
We may mention 
We think this 
We will show yon 
When you can 
vThen you have done 
Which you will receive 
You are wrong 
As great as possible 



....••••.v.. 



beoefioent 




bestirs 

betraying 

better 

between 

beveled 

bevel-gear 

beverages 

Beverly 

bibbe 

bicarbonate 

bichloride 

bicycle 

Biddeford 

bigamy 

bigger 

biggest 

otry 
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breakage 
breakfast 
break-lever 

brevier 

bricklayer 

Bridgeport 

Bridgeton 

brief 



£~^ ^*"? brigantine 

C~sS*~* C^s O briSuat 
bill of exchange / bristol board 

bills /^ f /^British 

billsoflading <*— < < — t-^^~* brittte 
binder /* broaden 

binderies to-^**/ / broadly 

Binghamton ^ / f *~/ 

binocular IT* <-***-*• 

bins * ~Y 

biography J^ 

bipolar 

bird 



brochure 
Brockton 

broken 
broker 
bronchitis 

bronse 



Birmingham 
birth 

biscuit 

Bismarck 

bismuth 

bisulphide 

bituminous 

blank 

blanket 

bleaching 

blindly 

Bloomington 

blotter 

blower 

blowholes (_^+ m 

blucher 

blue jay 

blueprint 
bluestone 
board 

boarded 
boaster 
Bohemia 

boilers 

Boise 

bologna 

bolts 

Bombay 

bond 

bonfire 
bonus 
bookcases 

bookkeeper 

bookkeeping 

booklet 

boracic 

borax 

bordering 




brow 

Brussels 
brutality 
buckram 

> buckwheat 
Budapest 
Buenos Ayres 

buff 
v Buffalo 
builders 

f s^ / building 
^f /built 
/ <— -*</^bulk 

bull 

bulleUn 

bulwarks 

bunches 
bundles 
bung-head 

burden 

7 burdock 

bureau 



<2~e 



born 
borrowers 



bulwarks 

/ / / bunches / / 
L^s XS O - ^ o ? bundles <-? ^-v < 

b*t*ts_lMt*rl 

* bureau y 

^4: ^3? < ^~- O 

f / / Burlington /* S / 

6-7 (r-j ^-v-a burned C^-^ b-^ L ^j - 

£Z T Burnham '- * 

/ S S burnisher / f f 

£-*— » C~-) £-\ — r burns V *-r > 

bushel • y ^ ^ 

<U. 6> t> Stir* £C~ k 



buttons 

butts 

buyers 
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capacity 

capias O* 9 

capital ( -» 

capitalist 
capitalisation */> 
capitalised ^> 

captain 
car 

carbide 
carbolic 

S3s«. Z~SZ ^ 



carbon paper ^ 

carburetor <~y£? 



card 
cardboard 



z^z^ 



-3T^ 



carefully ^^ 
careless ^c^ 

carelessness ^ 



carp 

carloads 

carpenter 



chapter 

character __ — 

characteristics'^^^ '"" sr > ""ZT^ 

characterise 

charcoal 

charge 

charged 

Charleston 

Charlotte 

charred 

charter 

charts 

chassis 




<f /- j/ 



T 



carpet 

carriages 

carried 



earner * 

Carson City ^7^ 
Carthaginians *—" 
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fsshigr 
cash loan 
cashmere 

castings 
castor oil 
catalogue 



cheaper 
checkers 
cheerfully 

Chelsea 

chemical 

chemist 

chemistry 

Chesapeake 

Chester 

chestnut. 

cheviot 

Cheyenne 

Chicago 

Chicopee 

chiffonier 
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Gentlemen of the jury 
Direct examination 
Cross-examination 
Redirect examination 
Do you recall 
Do you recollect 
Do you remember 
Do you mean to say 
Do you know 



Do you know whether or 
not 



Did you make 
Did you mention 
State whether or not 
Facts of the case 
For instance 
How do you know 
How long have you been 



How long have you 

known him 



How many years ago 
What is your age 

What is your business 

i 

i What is your name 
What is your occupation 
What are you 
What do you mean 
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What was the 
Where did you make 
Where does he live 
Where do you live 
Where do you reside 
I will ask you 
Did you examine 
No, sir 
Yes, air 

As a matter of fact 
Member of the bar 
Bill of particulars 
Call your attention 
Chancer} court 
Circuit, court 
Circumstantial evidence 
Court of appeals 
Court of justice 
Court of chancery 
Superior court 



Supreme Court of the 

United States 

Counsel for prisoner 



Counsel for the prosecu- 
tion 

Counsel for defendant 
•Counsel for plaintiff 



childish 

child labor 

Chile 

Chillicothe 

chimney 

China 

chints 

chirping 

chisel 

chlorine 

chloroform 

chocolate 

cholera 

Christ 
Christianity 

Christmas 
chronicled 
chronicling 

chronographs 
chronological 
chronology 

church 
churn 
cigarettes 

cigars 

Cincinnati 

cinder 

circuit 
circuit court 
circular 

circulation 

circumference 

circumflex 

circumscribe 

circumstances 

circumstantial 



cC^ ^C — <w— *^ 




cobalt 

cobblestone 

coeoanut 



/ *■ 



> 




/ coefficient 
&ry Cohoes 
* colander 

cold 

collar 

collated 

collateral 

collect 

collected 

collection 

collector 

colleges 

collegiate 
-^ collision 
'Colon 

colonnade 
► color 
Colorado 

Colorado Springs" 
"~ \~r* colored ' 

eoltskin 

Columbia 
•2--^**"^ Columbus 
columns 

r combustible 
^ - comfort < 

coining / 

< j commenced ' 

C — c* commencement 
commencing 

( ^ r y^r commead 
yrs yf commendable 
commensurate 

comments 
& commerce 
commercial 

commercially *- 

commission 

commissioner 

committee 

commodities 

common 

commonwealth , 

communication 

community 

commutator 

compact 

company 

comparative 

comparatively 

compared 

comparison 
compartments 
£- compelled 

compensation 

competent 

competition 

competitors 
compilation 
""""**■ / compiling 

- ^ complaint 
completeness 
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compliance 

complication 

compliment 

complimentary 

composition 

compositor 

compound 

comprehend -O 
comprehensive C- 



compressor 

comprises 

compromise 
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comptrollers 



f 



concentrate 

concentration 
conceptions 



concerning 
conclusion 
conclusively 

Concord 



^-» contagion * ^ ^/ 

v— -w ^— *"a oontagioua -""*7 ^~T ^^ 

7 contained / / 

^j_ contaminated ^ v - -r 
<*«3 ^ contemplates >*" w ^ '^'flS^ 

4* contemplating '*~ ,r ^ 

contemplation ^^" 

7*^> contended x^-^> *- 
^ contention 




condensing 
conducted 
conductor 

conduit .V 

confer ^"*^ O J 

conference **^* •^-r 

confidence 

confident O O <0>^7 

confidential S S S^ 

confirmation 

confirming o O fs 

confiscation ^*-? ^s »4 

conflagrations ' 

confiieting ^ ^ O 

conform «^-^— "} -^^ ^ — 

congestions 
congratulate *0 
congratulation ^/ 

congress X 

— ' "-? 

Connecticut *»■>■• ^"^ *-~»-"l 
connecting 

connection 

conquest * • > ■ > *~**3) *~~2- 



f 1 




conscientiously 

consciousness ^O ^O #-■— p 

consecutive j? 3 *y 

consequence / 

consequently #-^ *— * '""3 

conservative ^* *~* 7.^ 

conservatory / 

conserved **2 ' ~i "**3 

considerable 7 J7^ / 

considerate "^ ^ ( 



consignment 
consignor 



continued 

continuous 

continuously 

contraband 

contract 

contractor 

contradicted 

contrary 

contrast 

contribute 

contribution 

contrivances 

contriving 

control 

controller 

controlling 
controversy 
controverted 

convalescent 
convenience 
convenient 

convention 

conversation 

converse 

converter 

convex 

conveyance 

conveying 

conviction 

convinced 

convincing 

convincingly 

convulsions 

co-operate 

co-operation 

co-operative 

copartner 

copartnership **%-+ ""/£-* 
roier *^ »>*"v 



consists 
consolidated 



2 ? 2 
? 2 2 

3 2 2 
2.2 2, 

TT ^ 
Z 



conspicuous 

constable 

constant 

Constantinople 

constantly 

Constipation 

constituted 

constitutes 
vonstitotion 




*~vt <~-y* 



constructing 
construction 
constructively 

construed 

consul 

consulted 

consumed *- 

consumer 

consumption 



2 



corporation 
, corpuscle 
correct 

corrected 

correction '"""— "5* 

correctness 

correspondence 
correspondent *-*~f 
corresponding 

correspondingly 
corridor 0m ^% 

corrugated 

GREGG 
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City of New York 

City of Chicago 

City of Boston 

Civil service 

Board of directors 

Board of trade 

Ladies and Gentlemen 

Mr. Chairman 

Mr. Speaker 

Member of Congress 

Member of the Legisla- 
ture" 

House of Representatives 

Did you receive 

Did you request 

In point of fact 

On this occasion 

It seems to me 

Condition of things 

Sooner or later 

Will be there 

You are right 

You can be 

You wiU be able 

You will not be able 

You cannot be 



-- i 
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Alabama, Ala. 
Arizona, Aria. 
Arkansas, Ark. 
California, CaL 
Colorado, Colo. 
Connecticut, Conn. 
Delaware, DeL 



District of Columbia, 
D.C. 



Florida, Fla. 
Georgia, Ga. 
Idaho 
Illinois, I1L 
Indiana, Ind. 
Uma. 

Kansas, Kans. 
Kentucky, Ky. 
Louisiana, La. 
Maine 

Maryland, Md. 
Massachusetts, Mass. 
Michigan, Mich. 
Minnesota, Minn. 
Mississippi, Miss. 
Missouri, Mo. 

Mont. 



Nebraska, Nebr. 

Nevada, Nev. 

New Hampshire, . 

N.H. 

New Jersey, N.J. 
New Mexico, N. Mex. 
New York, N.Y. 
North Carolina, N.C. 



North Dakota, 

N. Dak. 

Ohio 

Oklahoma, Okla. 
Oregon 
Pennsylvania, Pa. 



Philippine Islands, 

P.I. 



Rhode Island, R.I. 
South Carolina, S.C. 



South Dakota, . 

S. Dak. 



Tennessee, Tenn. 
Texas, Tex. 
Utah 

Vermont, Vt. 
Vir/pnia, Va. 
Washington, Wash. 
West Virginia, W.Va. 
Wisconsin, Wis. 
Wyoming, Wyo. 




-?~y 



definite 
^-* definitely 
' deform 
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PRINCIPAL CITIES 





y^y^^p 



dictator 
dictionary 
didn't 
differential 

diffusion 
digester 
digitalis 

dignified 
■' ity 

dimensions 

dimity 

diner 

Dingjey 
dining room 
diphtT 

directly 
director . 
directory 

disability ^s6 ^& 

disadvantageous^ S ^ J 
disappeared ( J 

disappointed 

disappointing 

disarrange 

discernment 

discharged 

discharges 

discipline ^& ^^-> 

discomfort S\ '^ 
disconnect 

discontinue 
discounted 
discouraging 

discourse* 

discover 

discovery 

discredits 





/?<? 




destitute 
destroyed 

destroyer 
desultory 
detachable 

detail 
detect 
detection 

deterioration 
determination 



<C^ 



deterred 
Detroit 




dispatch 

dispensary 

displeasure 



dispassionately^' s£ sf 

disnatch •— - ^" l 



rz^ 



development/^^ j[ S~) disseminate 

deviation ' <_ ^— ^/ (m/ dissimilar . 
devices ^ ' distances 

(y (4^, ( f distinctions 
distinctively 



devolves 



disposal 

disposition SZ, S$ /% 

dispute 7 

disquisitions s&~* ^fr* ^>*> 
dissatisfaction^ / <^ /& 



xxv; 
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New York 

Chicago 

Philadelphia 

St. Louis 

Boston 

Baltimore 

Cleveland 

Buffalo 

San Francisco 

Cincinnati 

Pittsburg 

New Orleans 

Detroit 

Milwaukee 

Washington 

Newark 

Jersey City 

Louisville 

Minneapolis 

Providence 

Indianapolis 

Kansas City 

St. Paul 

Rochester 

Denver 



Toledo 

Allegheny 

Columbus 

Worcester 

Syracuse 

New Haven 

Paterson 

Fall River 

St. Joseph 

Omaha 

Los Angeles 

Memphis 

Scran ton 

Lowell 

Albany 

Cambridge 

Portland 

Atlanta 

Grand Rapids 

Dayton 

Richmond 

Nashville 

Seattle 

Hartford 

Reading 
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Wilmington 

Camden 

Trenton 

Troy 

Bridgeport 

Lynn 

Oakland 

Lawrence 

New Bedford 

Dee Moines 

Springfield 

Somerville 

floboken 

Evansville 

Manchester 

Utica 

Peoria 

Charleston 

Savannah 

Salt Lake City 

San Antonio 

Duluth 

Erie 

Elisabeth 

Wilkes-Barre 



* 



Kansas City 

Harrisburg 

Portland 

Yonkers 

Norfolk 

Waterbury 

Holyoke 

Fort Wayne 

Voungstown 

Houston 

Covington 

Akron 

Dallas 

Saginaw 

Lancaster 

Lincoln 

Brockton 

Bingham ton 

Augusta 

Honolulu 

Pawtucket 

Altoona 

Wheeling 

Mobile 

Birmingham 




distract 

distraught 
distribute 
distribution 

distributor ., 

district ^ 

district court ^C^ 
district manager ^ 
District of -*^ 

Columbia — "^ 

distrust * 

disturbance /* 
diversified >-- 

dividend 

division 

doctor 

doctrine 

document 
dog collar 
domain 



East St Louis 

Eau Claire ^ »*— 

eccentric * * 



< 2 



editor 

editorial 

education 



domestic 

don't f y 

dormer window- 
dormitory 
doubtless 
Dover 





driving axle S'^ ^0 

drug clerk 

drugget 

drugs 

di _ 

drummers S^*** "V^ S 
Dubuque s£^ 

Duluth 

Dunkirk 

Dunmore 



duodecimo 

duplex 

duplicate 

duplicator 

dwelling 

dyes 

dynamo 

dynamometer 

dyspepsia 



elaborate 

elastic 

elasticity 

elected 
election 
elective 

electric 

electrical 

electrician 

electricity 

electrode 

etoctro-dyn&mio 

electrolysis 

electro-magnet 

electrometer 

electromotor 
electroscope 
electrostatic 

eleotro-thera- 



^ 




East Aurora 
easterly y^ 



East Liverpool 
Easton «^ , 

East Orange #v 



*7 



emphasise 
employed — > j 
employee ey£, 

employer 
employs 
empower 
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enabling 



eucalyptus 
Euphrates 
, Europe 



&* 



encountered 



r ^ wm». jsurops (a * 

European J / 

^S' -^*p.—~y Evanston ^L- £?iy^'^ r \ 

/ /_ Evansville * * V 

evasively 7 7 / 

encyclopedia ^*~%-^ #P— > — ■* even or £. ^ 

endowed w^V ^rf^ ^ — • events -*• ^S ^S 



encouragement 
encumbrance 



endowment 



endure 
enemy 



enforce 
enforced 



— — eventual - 

^ • " everybo4y « X - 

everything 7 y/ * Z^ 

7 7 ?£L J- 2~L~ 

- «7 ^>- evidently >^ X^ w , -y 
^£ *" evolution - 

«, ^--"\^ exacting *£ — r ^"> £^"fc 
/• exactly - 

eacTOssing ^_ exaggeration j 

enieyed — ^""— t-t> ^ -v_-^ examination / ^ 
enlarged * Jv^ ^^" c 




enlarges 

enlarging .— v— ^ ^ ^ ^ . 

enlightened y' J^ 




enterprise 

entertain 

■ f thuwiaffTn 

enthuaiastie 

entitled 
entitling 
entrance 

entrusted 

entry 

envelope 

enveloped 

environment 

epidemio 

epidermis 

epilepsy 

epileptic 

equal 
equality 



7*" -^ 



example _ 

exasperated * cz^-p^ 
exasperating C 

excavation 

exceed e d 

exceedingly 

— excellence 
(^ excellent 
^ excelsior 

except 
-^3 exception 
exceptional 

exceptionally 



t t 



>> 



^ 



<L 



exchange 

excitement 
exclaim 
excluded 
y^^* - "" exclusion • 
(s exclusive 
excursion 

^>t_ ^/*» /^ execute 
^^ t_^ ^-^ exeduted 
f C* executive 

executor 
executrix 
exemption 





*x^ *t_ 



A- £*, 



expansion 

expect 

expectation 

expended 
expenditures 



experienced 
experiment 



Git EGG 
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Architecture 
alcove 

arch 

architect 

auditorium 

balcony 

baseboard 

bas-relief 

bay window 

bevel 

casement 

ceiling 

cement 

concrete 

chancel 

chimney 

cistern 

cobblestone 

conservatory 

contractor 

cornice 

dado 

dimensions 

dormer 

window 

dormitory 
elevator 



excavation 

facade 

frescoing 

fretwork 

furring 

gambrel 

girders 

loggia 

longitudinal 



mahogany 

masonry 

mosaic 

molding 

mural 

observatory 

ornament 

parquetry 

pediment 

specification 

stucco 

tracery 

transom 

ventilation 



0VTE NAME. 



220 



VOCABULARY 



Automobiles 
acetylene 

alimiinum 

armature 

asbestos 

automobile 

battery 

bevel gear 

brougham 

carbide 

carburetor 

circuit 

clutch 

commutator 

cyclometer 

cylinder 

driving axle 

electric 

exhaust 

explosion 

miction 

gaiage 

gasolhic 

generate* 







ignition 

Lamp 

landau 

landaulet 

limousine. 

lubricant 

magnetos 

mechanism 

motor 

muffler 

noiseless 

odometer 

piston 

planetary 

porcelain 

radiator 

runabout 

spark 

speedometer 

switch 

tires 

tonneau 

touring car 

transmission 

voltmeter 
























































































































































- 






































1 









experimental 

experimentation. 

expert 

expiration 

expire 

explain 

explanation 

explicit 

exploit 




faulty 

favorable 

featherbone 
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BUSINESS 



forks 

form 

formal 

formaldehyde 

formality 

formation 

former 

formerly 

formulate 

forsaken 

forth 

forthcoming 

forthwith 
Fort Scott 
Fort Smith 

fortunate 

fortunately 

fortune 

Fort Wayne 

Fort Worth 

forward 

forwarded 

foundation 

foundry 

fountain 
fraction 
fracture 

fragile 
frames 
framework 

France 

franchise 

frank 

frankly 

fraternal 

fraudulent 

freedom 
Freeport 
freezer 

freezing 

freight 

French 

Frenchman 
frequently 
frescoing 

fresh 

JFresno 

fretwork 

friction 
Friday 
friendly 

friendship 

frieze 

fruitful 

fruitless 
fulfilled 
fulfilling 

Fuller's 

fully 

fumigate 

functions 

fundamental 

funds 

funeral 

furnaces 

furnish 

furniture 

furring 

further. 

furthermore 

o 

gaiter 

Galena 

Galesburg 

gallery 

■"Ka. 
galvanic 

galvanised 



L~><L-< 



^ 



■ i. 



galvanometer 
Galveston *-" 
gambrel 

garage 
garden 
gargling 

garnishment 

garrison 

gasoline 

gathered 

gathers 

g»ug* 

gauntlets 

gazetteer 

gear 

gelatin 

general manager 
generation 

generator 
generous 
Geneva 

genius 
gentle 
gentleman 

gentlemen 

genuine 

geographers 

geographio 

geographical 

geography 

geology 

geometry 

Georgia 

German 

Germany 

gift 



*~*£- 



Business 
accountant 

ad valorem 

bargain 

blotter 

bookkeeper 

cablegram 

calendar 

capital 

capitalist 

carbon paper 



O 



clerk 
dip 



77- 



gove 
loversville 
glycerin 



going 

gold 

gondola 

Gothic 
gotten 
government 

grabbed 

grade 

graduated 

graduates 

grained 

graining 

gram 

grammar 

grammarian 

Sammatically 
rand Rapids 
granite ^: 

granulated ^^^ m \^-r^ 



s~~ y 7 * 



graphophone 
, grateful 
gratifying 
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competition 

consignee 

consignment 

consignor 

corporation 

credit 

customer 

customhouse 

dealer 



debtor 

defalcation 

delinquent 

director 

discount 

document 

duplicate 

duplicator 

embezzler 

employee 

employer 

export 

factory 



forgery 

franchise 

graphophone 

guarantee 

hectograph 

import 

importer 

index 

indorsement 

indorser 



DATE NAME. 



222 



VOCABULARY 



inlrqt^nrl 






instant (inat.) 






insolvency 






journal 
ledger 










liabilities 






mtmngpr 






manifold 






margin 






maturity 






merchandise 






miscellaneous 






monopoly 






neostyle 






notary 






owner 






ownership 






parcel 

partner 

policy 

promissory 

property 

proprietor 

proximo 

(prox.) 

purchase * 



































receiver 

recommend 

recompense 

reimburse 

reliable 

remittance 

remuneration 

resources 

ruler 

salary 

salesman 

schedule 

settlement 

shipment 

solvency 

tabulator 

telegram 

telephone 

testimonial 

tickler 

transcribe 

typewriter 

ultimo (ult.) 

voucher 

warehouse 



Great Britain 

greater 

greatest 



hearty 



Grreensboro 
Greenville 

gridiron 

grille* 

gripped 

grocery 
grooved 
grooves 




2, 



groundwork 

growth 
grumpy 
guarantee 

guard 

guardian 

guidance 

guide 

gumming 

gumption 

Guthrie 

guttural „ ^ . — 

habeas corpus / T ^f 
habitations 

hackneyed 

Hagerstown 

half-masted 

hall-rack 
haltingly 
Hamilton 





happening 

happens 

happily 

hardened 

harder 

hardest 

hardness 
hardship 
hardware 

harmony 

harness 

Harrisburg 

Harrison 

harrowing 

Hartford 

hastily - 

Haverhill 

Hawaii 

hasards 

Hazleton 

hasy 

head 

headlight 

headquarters 

healthful 

heard 

heartily 




Helena 
helper 
helpfulness 

helplessness 

hemlock 

hemorrhage 

hemp 
hemstitched 



Henderson 

Hepburn 

hereafter 



hereinafter 

hereinbefore 

hereto 

heretofore 

herewith 

heroic 

herring 

herringbone 

herself 

hesitancy 

hesitate 

hesitation 

hickory 

hieroglyphic 

high 

higher 
highest 
highly 

highways 

himself 

hinder 

hinges 

histology 

historic 

historical 

history 

hit 

hitherto 

hives 

Hoboken 

hoisting 
holding 
holiday 

Holland 
Holyoke 
homeopath 

honestly 
Honolulu 
honor 

honorable 

honored 

hopelessly 

hopper 

horison 

horizontal 

HorneH 

horns 

horrible 

horrors 
horse power 
horseradish 



& <2-r 







*-? 



«-ts» 



1"~ 



tL* 



N^ 



r. 
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improperly 

impulse 

inability 

inaccurately 

inadequate 

inadvertently 

incandescence 

incandescent 

incapacity 

incessantly X-"^ 

incident 

incidental 

inclination 
inclined — 




including 

inclusive 

income 

incompetency 

incompetent 

inconceivable 

inconvenience 

incorporated 

increasing 

incriminate 
incubation 
indebted f 

indefinite ^^ Y> ^ 

indefinitely ' y ' 
indemnity 

indentations v****-? uS V 

independence — + -^T 'T 

independent 

indestructible 

index 

indexed 







y2 y> yz. 



accounts 

balance 

bearer 

bill of ex- 
change 

bonds 
cashier 
certified check 
clearinghouse 
collateral 



ignition 

ignominious 

ignorance 

ignorant 

ignored 

Segal 

Illinois 

illiterates 

illness 

Illuminating 

illustrate 

illustrated 

lustration 

illustrative 

Imitate 

imitation 
imitators 
immaterial 

immeasurable 

immense 

immigrant 

immoral 

immunity 

Mnwtmnising 

impair 

impairment 

impalpable 

impartially 

impatience 

imperative 

imperfect 
impEcitly 
implied 

implying 

import 

importer 

imposed 

impossibility 

impostor 

impression 

imprint 

Improbable 



•/ 



Indianapolis -^ 
Indian Territory 

indicated 
indicates 
indication 

indicators 

indifference 

indifferent 

indigestion 
indignation 
indirect 

indispensable . 

individual _-* *r 
Indorsed 

indorsement _^£_ 
„indorser 
inducements 

Induction ^^ 

inductive — X^ 

industrial 

industriously . 

' industry *-^$ 

ineffective 

inefficiency 
Inefficient "T 

inevitable t 

inexcusable 
inexpensive -t^r 
inexpensively 

inexperienced 
-infected -^» 

infections £ 

infectious ' 

infer 
• infinitely 

inflate 
infiators 
. inflicted 
influenza 
inform 
informal 




-n>-o 
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counterfeit 

credit 

currency 

deposit 

discount 

draft 

exchange 

interest 

letter of 

credit 

mortgage 

protest 

renewal 

reserve 

stocks 

teller 



Boots & Shoes 
blucher 

calfskin 

ooltakin 

congress 

counter 

gaiter 

graining 

heel 

hemlock 

innersole 

instep 



leather 

morococ 

oxford 

patent 

pump 

russet 

sandal 



slipper 
vamp 
vici 
welt 
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Dry Goods 

alpaca 

apron 
artificial 

batiste 

blanket 

buckram 

cashmere 

chains 

chamois 

cheviot 

chinU 

collars 

oorset 

crash 

cravenette 

cushion 

damask 

dimity 

dress goods 

fabric 

featherbone 

flannel 

gingham 

handkerchief 

hemstitched 



herringbone 

hosiery . 

interlining 

linen 

lingerie 

mercerised 

mohair 

muslin 



organdie 

parasol 

pajamas 

percale 

remnant 

sateen 

satin 

shirtwaist 

stockings 

taffeta 

thread . 

underwear 

upholstery 

velvet 

woolens 

worsted 



raformality 

Information 

infringe 

infringement 

ingrain 

ingredient 

inhabitants 

inhaled 

inherent 

inherited 

initial 

initiate 

initiated 
initiative 
injection 

injector 

injure 

injuries 

inked 





Z*~7 / 



/ 



^r 



» 



?~7 



T "*- 



y 7 r 




innereole 

(nnoeent 

innovation 

innumerable 

inoculate 

inquire 

inquiry 

insanity 

inscriptions 

insert 

insertion 

insincerity S ^ r 

insolvency 

inspect 

inspection 

inspector 
installation t 
installed ^ 

installments 
instance 

instant 

instantaneous 

instantly 

instead 

instep 

instinctively 

instituted 

institutions 

instruct 

Instructions 

instructor 

instrument 

instrumental 

instrumentality 

insufficient 

insulation 
insulator 
insurable 

insurance 

insured 

insuring 

integrity 

intelligence — 
intelligent 

intelligible 

intended 

intense 

intention ^ 

intercept — * 

intercommunicating 

interest^ 

interesting 

interfere 

interim — 

interior — 

interlining 



intermittent 

internal 

international 

interrogatories — 
' itemiption £** 
intersect 

interstate — 

intertwined 

interview 

intestate ^A& 



intestinal 
into 

intricacies _,. 

intrinsic *~£ 

introduces T 

introductory ^^->- 

mtrospsetioa *^ 
intrusted 

intuitive ^/J 

inure -^ ' 4 

invariable 

invasion 

invention 

inventive 

inventory 

invest -7 — 1 -| 

investigate ^S-* J J 

investigation ^ ^ ^ 

investment 

investors 

invitation 

invoices 

invoked 

involved 
involving 







Iowa 
Ireland 
Iris 
Irishman 



Ironton * 

irredeemable s^^ 



/ o 



Jacksonville ^ / / 



/ 



? 



«L 



Jamestown ^^3» 
January ^A 

japanned / / / 

Jargon ,6 C i_ *— 7 

jealous Is 

JefferaonviUe / 
jerlqr J 

Jersey aty j+ 

jorte L ^"> '<*£. 

Johnstown , * 



A 4 



joint 
Joliet 
Joplio 
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/ /^ launch w. z^ 

branching ^^ 




Jdy 

TTfflfltiflO 



/4r < 



lavatory 

lawfully 
lawn 



^S2 



Lawrence 
lawyer 



*■» / / / *** 



jurisdiction 

fr&Mpradenee 
joracs 



Li / 



-^ 



learn 
learned 



Leavenworth 



leoture 
lecturer 



hagaroo 



KanawCHy 



Knajeay 



left 
legacy 

legal 

^ legally 

legibility 

legible 

legislate 






^ 



r«T y V ^ 
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Chemistry 
acetic 

ftl nminhmri 

antimony 

arsenic 

arsenioua 

bichloride 

bismuth 

bisulphide 

boracic 

calcium 

carbon 

chlorine 

citrate 

citric 

cobalt 

copper 

cyanide 

gold 

hydrogen 

hydroxide 

hyposulphite 

iodine 

lactic 

lithium 

manganese 



chemistry; drugs 



j 



nickel 

nitrate 

nitric 

nitrogen 

nitrous 

oxide 

oxygen 



permanga- 
nate 



phosphate 

phosphorus 

picric 

platinum 

potassium 

pyrite 

silicon 

silver 

sodium 

sulphate 

sulphide 

sulphur 

sulphurie 

tannic 

tartaric 

trioxide 

sine 
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Drugs 

absorbent 

aconite 

alcohol 

alkali 

ammonia 

antidote 

arnica 

aiomatio 

belladonna 

bicarbonate 

bottles 

burdock 

oalomel 

camphor 

oantharides 

carbolic 

castor oil 

eathartio 

chemistry 

chloroform 

digitalis 

elixir 

eucalyptus 

formaldehyde 

glycerin 



hemlock 

laudanum 

lozenge 

magnesia 

medicinal 

menthol 

mercurial 

mercury 

myrrh 

oxalic 

pennyroyal 

peppermint 

pharmaceuti- 
cal 

pharmacist 
phenol 
potash 
quinine 

parilla 
strychnine 
syringe 
tartar 

thermometer 
tragacanth 
turpentine 
[vaseline 



listen 

listeners 

listerias 

liter 

titers! 

literally 

literary 
literature 



magnetio 



lithograph 

litigation 

tittle 

Little Falls 
Little Rock 
Liverpool 
loaded 



locality 
located 

locked 

Lockport 

locomotive 

Loganspert 

loggia 

logical 

London 

long 

Long Branch 

longer 

longhand 

longitudinal 

long primer 

loquacious 

loquaciousness 

Lorain 
loricated 
Los Angeles 

Louisiana 

Louisville 

lounge 

Lowell 

lower 




loyal 

loyalty 

losenge 

lubricant 

lubricating 

lubricator 

ludicrous 
luggage carriers 
lumber 

hister 

luxuries 

Lybia 

Lynchburg 
Lynn 



macaroni 

machine 

machinery 

machinist 

McKeesport 

mackerel 

Macon 

McVeytown 

Madison 

Madrid 




v.^* manipulate 
ri manipulation- 

J/V manipulative 
,6. manipulators 
— / Manitowoc 
A 



magjo 

magistrate 

magnates 

magnesia 

magnesium 

magnet 



-ttz 



manned 



manufacture 

manufacturers 

manure 

manuscript 

maple 

mapped 

marble 
March 
margin 

Marietta 
mariners 
Marion 

marked 
market 
marks 

Marseilles 
m arshalifd 
Marahalltown 

martial 

Martinsburg 

marvel 

marvelous 

marvelously 

Maryland 

masonry 

Massachusetts 

Msssillon 

mastered 
mastering 
masterly 

masterpiece 

mastery 

matched 

material 
materially 
materia medics 

mathematics ^ 

matriculate — C-'p 
matter 

mattress - \^> 

mature *> 

maturity 
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maximum 
May , 
mayor 

Meadvffle 



mechanical 
mechanism 
Medford 

medical 
medicinal 




Mediterranean 

medium 

Melbourne 

Melrose 

membership ^^^^ 

membranes ^^ 

memorable C^V 

memoranda 



-+km& %r— 

* ~r 



Mississippi 

Missouri 

mistake 



misunderstanding 
misused 




mental 
menthol 

mercantile 

merce r ised 

merchandise — 2^^ 

merchants „ 

mercurial " ~%c 

mercury 

merely j» 

merged °^ 

Maiden r- 

merit 



metal 

meter 

method 

methodical 

Methodist Epis- 
copal 
metropolitan 

Mexico 
Michigan 
Michigan City 

microscope 

middle 

middleman 

Middletown 

midway 

Milan 

military 

milk 

mill 

milligram 
milliliter 
milliners 

million 

MiUville 

Milwaukee 

mimeograph 

mineralogy 

miners 

minimise 
minimum 
mining 

minion 

ministers 

Minneapolis 




S"£ (- 




--^7 



molasses 

mold 

molding 

Moline 

moment 

monarchy 

Monday 
monitor 
monopoly 

monosyllabio 

Montana 

Montclair 

Montgomery 

'month 

Montreal 

monument 
moonlight 
moquette 

moral 

moralists 

morbid 

morning 

morocco 

morphine 

morris-chair 
Morristown . 
mortality 

mortgage 

mosaio 

motion 

motor 
motor cycle 
motorman 

mountains 
mountainside 
Mt. Carmel 

Mt. Holyoke 
Mt. Vernon 
mouse-eaten 

movable 

mower 

Mr. Chairman 

muffler 

multigr&ph 

multiplication 

multiplied » 

multipolar S 

multitude >" 

GREGG 



Electrical 
accumulator 

alternating 

ammeter 

ampere 

annunciator 

armature 

bipolar . 

candle power 

coefficient 

controller 

converter 

duplex 

dynamometer 

dynamos 

electrician 

electricity 

electrode 



electro- 
dynamic 

electrolysis 



i electro-mag- 

9 net 



electrometer 
electromotor 
electroscope 

electrostatic 

electrothera- 
peutics 



equaliser 

feeder 

filament 

galvanio 

galvanometer 

generator 

incandescence 

induction 

kilowatt 

magnetic 

magneto 

multipolar 

ohm 

phase 

platinum 

polarity 

resistance 

switchboard 

synchronous 

thermostat 

transformer 

vacuum 

conduit 

voltage 

wattmeter 



DATE 

Furniture 



NAME. 



bureau 

carpet 

phi ffo ni ft r 

couch 

curtain 

cushion 

davenport 

dresser 

enamel 

furniture 

lacquer 

flnoleum 

(ounge 

mahogany 

mattress 

mirror 

mission 

morris chair 

oriental 

refrigerator . 



tapestry 

upholstered 

wardrobe 



Groceries 
apricot 

asparagus 

barrel 

bushel 

cantaloupe 

cauliflower 

chocolate 

citron 

crackers 

gelatin 

ginger 

herring 

horseradish 

kerosene 

macaroni 

mackerel 

molasses 

mustard 

paprika 

sardines 

spaghetti 

spinach 

tomatoes 

vegetables 

vinegar 



r 
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Muncie 
Munich 
municipal 

muntins 
i mural 
murder 



muscular 



Muskegon 

muskets 

muslin 

mustard 

mutual 

muzsles 

myriad 

myrrh 

myself 

mysteries 

mysterious 

mystic 

■ 
nails 
nainsook 

Naples 

Napoleon 

narration 

narrative 

Nashua 

Nashville 

Natches 
national 
nationality 

native 

natural 

naturalisation 

naturally 
Naugatuck 
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New Brunswick 
Newburg 



?C 



{- 






naval 

navigable 

Navy Department 

navyyards ^ ^J 

nearest 
nearly 
Nebraska 
nebular 

nebulous 
necessarily 




New England 

newest 

Newfoundland 

New Hampshire 
New Haven — " 

New Jersey 

New London 
New Mexico 
New Orleans ~ — ^. 

Newport 

Newport News —3 — ^ —3 

NewRochelle (** C*> 

news 

newspapers 

Newts*. 

New York 

NewYorkCentral ^5^ 
New York City 

Niagara Falls 

nickst 

nickel-plated 

nightmare 

nippers 

nitrate 

nitric -o 

nitrogen 

nitrous •""^ 

noiseless 

nomenclature 

nominated 



? 



necessitate 

necessity 

neediest 



negation 
negative 

neglected 
neglecting 
negligence 

negligent 
negligently 
I negotiable 

negotiate 

negotiations 

neighborhood 

neighbors 

neither 

neostyle 

nerves 

nervously 

neuralgia 

Nevada 
nevertheless 
New Albany 

Newark 
New Bedford 
New Britain 




nonchalantly 
non compos 

mentis 

noncondensing 

nondelivery 

nonessential 

nonpareil 

nonpartisan 

nonresident 



normal 

normally 

Norristown 

north 

North Adams 
North America 

Northampton 
North Carolina 
North Dakota 

northeast 

northern — ^ 

northwest 

northwestern 

Norway -^2^~" 

Norwich " 




"^r 



e ->: 




notwithstanding 

Nova Scotia 

novelties 

November 

nowhere 
nossle -c 



21 



numerical 
numerous 
nutrition 
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A 



originate 
ornament 
orphanage 



ofaigatory 
obliterate 

observation 



obstacle 



obstruction 

obtain 
obviously 



occupants 
occspy 



*■ 



-y^>f ~? 



octave 
octavo 

October 



officer 



Ogdea 
Ogde 

Obio 

oacsty 

Oklahoma 




^r 



oeteopathy 
Oswego 
Otherwise 
Ottawa 

Ottamwa 

ounce 

ourselves 

outcome 

outfit 

outgoing 

outline 

outsiders 

outspoken 

outstanding 

overcharge 

overcome 

overdone 

overdue 

overestimate 

overlooked «* 

overmastering *— 
oversight 

overstrained " 

overworked 

Owensboro 



ownership «-* «— » 
oxalic ' 






- -. orpnanage 

\ c osteoDathy 

f S f Ottumwa v^^ 

i ( J ounce c* tf*-* *—< 

£* *— •-** 1 — » ourselves 

s s s outcome ___ 

(s~ ( ( outfit <r~ & <r- — ^ 



/^S> ^ 






*.&. 



Hardware 

barometer 

1 bevel 

• bronze 

i calipers 
canister 

I cuspidors 
dividers 
fasteners 



oxford 
oxygen 



oii-faefaioned 
oligarchy 



V 




* 



> 



freezers 



Omaha 



Ontario 
onward 



pajama 
* • iv * ■ ^ '*-r palaces 
/ J palate 



*— ^ Padueah * 6^* 

j painfully • ^ ^ 



( gridiron 
hardware 
keyring 
lawn mower 



CS pamphlet £w^<. 



hear* ^. , 



operation 
operatives 
operator 



pamphlet 
Panama 

J paralytie 

/ y *> paralysed 

£* C f paramount 



optional 
oral 



9 



y /* parcel 

*s— % f parchment 



oratory 



y 



pardon 

parents 

Paris 

Parisian 




Oregon 



* ransan 



participate 

, partisan 
partition 
partner 



^ Cr (^ 



ongJnalry 



>/sr„^/ 



scissors 

squares 

stepladders 

tack-pullers 

teakettle 



hardware; insurance; legal 



Insurance 
accident 



annuity 
appraiser 



beneficiary 

cancellation 

cash loan 

chattel 

disability 

dividend 

endowment 

equitable 

forfeiture 

indemnity 

insurable 

insurance 

investment 

mortality 

policy 

protection 

premium 

lapse 



tontine 
voucher 



DATE NAME. 



230 



VOCABULARY 



Legal 

accessory 

•©complice 

accusation 

acquittal 

administer 

administrator 

affidavit 

alias 

alibi 

alimony 

attachment 

attorney 

avoidance 

bankruptcy 

bigamy 

burglary 

circuit court 

circumstantial 



common- 
wealth 



debtor 

defendant 

equity 

evidence 

garnishment 

habeas ooxpusl 



illegal 

immaterial 

incompetent 

incriminate 

intrinsic 

judicial 

judiciary 

jurisprudence 

legality 

litigation 

magistrate 

negligence 



non compos 
mentis 



perjury 
plaintiff 
post-mortem 
quitclaim 
replevin 
sentence- 
subpoena 
testimony 
ultra vires 
verdict 
whereas 
witness 






passionately 

pastime 

pastor 

patent 

Paterson 

patience 

patient 

patriotic 

patronage 

patrons 
pattern 
pauperism 

paved 

pavilions 

pawnbroker 

Pawtucket 

payroll 

peculiar 

peculiarity 
peculiarly 
pecuniary 

.pediment 
Peekskill 
Pekin 

penalty 

pencil 

pending 

pendulum 

penmanship 

Pennsylvania 

pennyroval 
rensaoola 



w S pharmacy 
g g S pharynx } x y 




phenol 

phenomenal j 
Philadelphia ^c- 
philanthropists 

Philippine Islands 



-^eu^ 



' Philippine Islands / . Jf 



£-7^ £* C~*~ philosophy ° * —^ °^-~? \*^* 



fcio 



s pnonograpuo » 
, £->- phosphate **- 

* phosphorus *"" 



J I 



pensioned 

Peoria 

peppermint 

per annum 

percale 

percent 

percentage 

perception 

perfect 

perfectly 

perforations 

perform 

performances 

perhaps 

peril 

period 

periodical 

perishable 

peritonitis 

perjury 

permanently 

permanganate 

permission 

permit 

perpendicular 
perplexed 
per pound 

persecute 

perseverance 

Persia 

Persian 

persistence 

persistency 

persistently 
persisting 




W £ 9 lib 

£-? (Z CL Piqua 



C£^ 




personal 

personality 

personally 

perspiration 

persuaded 

pertaining 

pertains 
Perth Amboy 
perturbed 



/• V" s piston 

C Cs> C- pitiable 

^j Y Fittsbing 

Pittsfield 
Pittston 
plaintiff 

7 planetary 

O •plaster 

CS <d-^ < platform 

f s~ / platinum 

^ y <£&* 

/ ^*f f plebeian 

£ <% % *« 

c c 



S~ f S^*x pneumonia 

y ^g <^ poetry 

C^ ^ point 

pointers 



£ Or & 




6^ 
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machinery; medical 



polariseepe 
polarity 
poles 
police 

polished 
political 
politicians 
poll tax 

poor 

poorer 

poplar 

popular 

popularity 

population 

porcelain. 

pored 

pork 

porous 

portability 

portable 

Porter 
Port Huron 
portion 

Portland 
PortNorris 
Porto Rico 

portrait 

Portsmouth 

Portugal 

positively 
possession 
possibility 



£L-r £- — ^ ^ prerogative £*^» 
presence ** 

y f presentation 

u -- & — +~f presentment 

O £ ,jg preservation 

S S - S preserved 

(, (* C preserves 

*"^ C— -*— * preserving 

y y y presidency 

Y C C president 

C (s — (? presiding 

s / / pretend 

£-7 &/ Cf pretext 

( ( p^y 

£f £+^~ £-, prevalence Cf C> </ 

- - "T prevalent J cZ^r oL^ 

£-*^ $m> Stis o o o 




preventing 
prevention 
preventive 

previous 
previously 
price list 




*^ 







SET 

postal card 

postcard 

posted 

posters / /> 

postmaster <*-r « — 
poetmastex*>general 

postmastership s y 
post-mortem ( <? ( — 
postoffioe 



C O primarily C& 

' / primary ' 

y J primer 

/£ - Princeton < 
printed 

y y y printer 
(**&r Q printing press < 
V prints 

y prism 

C—& private 
/ privileges 

probabilities y* 

probably O 

f u probate court f 



potash 

potassium 

potential 

Pottstown Sj. 

PottsviBe V*7 

Poughkeepsie 

pounds 

powerful 

powerhouse 

practicable 

practically 

preacher 

prearranged y> * s ^ profession 

precautions Cj2^ C-rXr Cf professional 

preceded * *> professor 

precedence y ^*» s* ^- proficient 

precedent Q^ C&S~ Q profitable 

precinct ^ ^*-* Drofitablv 

precision 



(rf £& f probation 

probity 

problems 
proceeded 
proceedings 

proclaims 
9 produce 
y produped 

producer 

product 

productive 

profession 






precision y S ^s 
predisposes O Cp^V 
pre-eminent /* Y ^* 

preface 
.prefer 
preferred 

prejudice 

premier 

premises 

premium 
prepaid 

preparation 

preparatory 

prepare 
prepared 



profitably 

profits 

programmes 

progressive 

prohibition 

projection 

projects 

y y prominent 

C^>,C>— - promissory 

£/T Cr r promote 

promotion 
prompt 
promptness 

y. y promulgate 

Qy, C^ C* pronounce 
7s-* f f> proof sheet 



f 95 
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Machinery 
air brake 

assemble 

automatic 

axle 

ball-bearing 

bench 

break-lever 

burnisher 

calipers 

centrifugal 

centripetal 

chisel 

counterpoise 

cylindrical 

differential 

eccentric 

equilibrium 

exhaust 

foundry 

friction 

horse power 

horizontal 

hydraulic 

injector 

joggle 



journal 

locomotive 

lubricator 

machinery 

machinist 

malleable 

mechanic 

nozzle 

pattern 

pendulum 

planer 

pyrometer 

regulator 

revolution 

riveter 

safety valve 

solder 

* 

spanner 

sprocket 

swivel 

tensile 

throttle valve 

turbine 

vernier 

wrench 



OATE NAME. 
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Medical 
























alimentary 










anatomy 
intidote 










antiseptic 
antitoxin 






. 




apoplexy 

appendicitis 

asthma 














atomiser 






atrophy 
autopsy 
bandage 
bronchitis 


















catarrh 






cerebral 






constipation 
consumption 
contagious 
con valfwcofit 


















cutaneous 







diagnosis 

disinfectant 

dyspepsia 

eczema 

epidemic 

epidermis 

epilepsy 

erysipelas 

fracture 

homeopath 

hypodermic 

influenza 

materia 

medica 

medicinal 

neuralgia 

osteopathy 

physician 

prophylactic 

ptomaine 

rheumatism 

sciatica 

stethoscope 

temperature 

tuberculosis 

vaccinate 



< propeller 
proper 

. properly 

property 
prophylactic 
I proportion 

proportionate 
' proposition 
proscenium 

> prosecute 
prospect 

< prospective 

prospectus 
i prosper 
prosperity 

• prosperous 
protection 
protective 

' protest 
, protractors 
proven 

Proverbs 

Providence 

provides 

providing 

province 

I provision 

provoking 
I proximity 
proximo 

I prudence 

prudent 

Prussia 

Prussian 

psychical 
' ptomaine 

public 

• publication 
published 



publish 
Pueblo 
1 pull 

pulleys 

pulp 

pulpit 

, pulse 
pump 
pumpkin 

punohes 

punctuality 

punctuated 

punctuation 
• pupil 
purchaser 

purchasing 

pure 

pure-food 

purely 
1 purification 
purifying 

purity 

purpose 

pursuits 

pyrite 
pyrometer 

quad 

qualification 

qualify 

quality 

quantity 

quarries 

quarrying 

quarter 

quarterly 

quarto 

question 

quicker 




rearranged 
reasonable 
reassuring 

rebate 

rebelliously 

rebuilding 

rebuttal 

recall 

receive 

receiver 
ntly 
receptive 

recipient 

reciprocate 

recognition 

recognize 

recoil 

recollection 

recommend 
'recommendation 
recompense 
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printing; political 



reconstruct 

record 

recorder 




Printing 
agate 



regiments 

register 

registered 

regular 

regularity 

regulate 

regulations 

regulator 

reimburse 

reiterating 
relapse * 
relate 

relation! 
relative 



'3—'-' 21 



respiration *«-^ *- r— ^—^ 

respiratory J £, ^ 

responsibility 

responsible *-^ v_^ 

restaurant fr r 

restore ( 
restricted 



released 
relevant 
reliable 

relief 



relieve 

religious 
remainder 




^ 




repetition 

replacement 

replevin 

report 

reporter 

representative 

represented 

reprimanded 

reproduce 

reproduction 

reproof 

republican 



reviewed 

revision 

revoke 

revolution 

revolutionary 

revolutionised 

revolutions 

revolver 

revolving 

reward 

rewritten 

rhetoric 

rhetorical 

rheumatism 

Rhode Island 

ribbon 

Richmond 

ridiculous 

rifle 

rightfully 

rigid 

rigidity 
rim 

Rio Grande 
Rio Janeiro 




GREGG 



ablins 
author 
beveling 
binder 
bourgeois 
brevier 
bristol board 
brochure 
calendered 
circulation 
compositor 
duodecimo 
editor 
edition 
electrotype 
emboss 
enameled 
encyclopedia 
folio 
font 

Impression 
imprint 
italics 
lithograph 



long primer 

linotype 

magazine 

manuscript 

minion 

nonpareil 

octavo 

pamphlet 

pica 

printer 

proof sheet 

publication 

quad 

quarto 



royalty 

signature 

stereotype 

subscriber 

supercalende: 

supplement 

texture 

typographical 

vellum 

volume 
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Political 

adjourn 

aldermen 



attorney- 
general 

appointee 



apportion- 
ment 

appropriation 
assessment 



ballot 

campaign 

candidate 

citizen 

committee 

constable 

consul 

convention 

coroner 

council 

credential 

delegate 

democrat 

deputy 

ex officio 

franchise 

government 



legislate 

license 

majority 

minority 

municipal 

nominate 

official 

partisan 

political 

postmaster- 
general 

president 

prohibition 

quorum 

recorder 

register 



representa- 
tive 

republican 



senate 

senator 

sheriff 

socialism 

suffrage 

unanimous 

vice president 



rock-bottom 




Salt Lake City 
sample a 
San Antonio J 

sanction 



San Diego 

sandpaper ^i*f 
Sandusky *=*?=> 
San Francisco 

sanitary t ^ 

San Jose «=***^" 
Santa Fe . 

sapphire <3L 

Saratoga Springs 
sardines 

sarsaparilla 

sateen 

satin 

satisfactorily j^ v^ ^^ 
satisfactory ^ & &^ 
satisfied 

Saturday v~ 

8ault Ste. Marie &* 

sausage 

Savannah 

sawed 



-a 



self-explanatory \f 

8elf-pov«rnment C^ m 

self-ignition 

self-reliance r 

seller 

semicircular 

semidigested 





separators 
September O^, 



d <f 



scalper 
scantily 
scapegoat 



^-z.^^ 



serious £ 

seriously C— r *—£ 

i^yo sermons 
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shortage 

shortcomings 

shortest 

shorthand 

shortly 

shovel 

shredded 





.^ / solicitors 

/T ^-J — . - solid 

solvency 

/ . somehow 

V, Somerville 
something 

somewhat 
somewhere 
sooner 

— »rt ^ 

<J+^ south ^ JT 

«-" 8outh America ^» 

j V South Bend A>£s 
/ JS South Bethlehem- * ^< 
South Carolina /^xa-* * 
8outh Dakota J^-» 
southeast >*^ ^ 4^*~ 

southern 

South Omaha . 

southwest £ A ^ , ^ 

sower » ^ 



singular ' 
Sioux City 
Sioux Falls 



situated 
situation 

else 



y y _ ) . ^ sparrow 

' Spartanburg V" ^ ** 

m 



«^ specificati 
specimens 
specious 
$ spectacle 

^ spectators 

spectrum 
J* speculative 
speculators 

speed 



skeptical 



<£^ >9" speedily 




speedometer 

GREGG 



Schools 
academic 

academy 

algebra 

alma mater 

anatomy 

arithmetic 

bookkeeping 

catalogue 

collegiate 



commence- 
ment 



curriculum 

discipline 

dormitory 

economics 

education 

elementary 

encyclopedia 

examination 

faculty 

geography 

geology 

geometry 

gymnasium 

histology 

history 



> 



hygiene 

institute 

laboratory 

library 

literature 

mathematics 

matriculate 

mineralogy 

oratory 

penmanship 

philosophy 

primary 

rhetoric 

scholar 

science 

shorthand 

stenography 

technical 

technology 

theology 

tuition 

typewriting 

university 

vocabulary 

zoology 
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Countries 
Austria 






Cities 
Amsterdam 

Berlin 

Bombay 

Brussels 

Budapest 

Buenos Ayres 

Calcutta 

Canton 

Constanti- 
nople 

Glasgow 

Liverpool 

London 

Madrid 

Marseilles 

Melbourne 

Milan 

Munich 

Naples 

Paris 

Pekin 

Rio Janeiro 

St. Petersburg 

Tokio 

Vienna 

Warsaw 


Belgium 
Canada 










Chile 






Denmark 






Egypt 










France 






Germany 






Greece 






Holland 






Ireland 






Italy 
Newfound- 










land 
Norway 






Nova Scotia 






Persia 






Portugal 






Prussia 






Russia 






Spain 






Sweden 






Switzerland 






Turkey 
Venezuela 












square 

squarely 

squeeied 

squeezing 

stable 

staff 

staggering 
staircase ' 
stairs 

Stamford 

stamp 

stamped 

standard 

stands 

start 

startled 
starving 
state 

statement 



*^. 



^3-* *^-^ strongest 
strongly 

struck 

structural 

struggle 

- ^^stutt* 
stubbornly 



f * 




>^-y 



station house* 



#J> K 



statutes 
staves 

\ steadily 
* steady 



j^> +^" 




stupid 

stupidity 

sturdily 



subordinating »*^» / 
*\* subpoena cr J-x> 

subscribe 




steneH 

stenographer 

stenography 

stepladder 



tbscription 
tbsequent 
'subsidy 
substantial 
substantially 

a substitute 

>*7 substituted 
/ subtracting 

subtraction 
suocessfulry 



successively 



as,*. <-^f *£J?*+ 



suffered 
sufficient 

sufficiently 



stereotyper 

sterling ^c-^— <- >^*? }f 

stethosoope y y f 

Steubenville ~7 

steward ^/ ^ /* 

stiff »^ >S >fj 

stiffened / Jf 

still 

stipulated r U* >* 

stock «^ 

stockholden 

stockings 

Stockton 

stomach 

stone 

stonemason 



suggest 

suggestion 

suit 

suitable 
sulphate 




sunburned 
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MISCELLANEOUS 



sundry 
superb 
supercalendar 

superficial 

superfine 

superintendent 

superintends 

Superior 

superior court 

superseded 

superstructure 

supervision 

supplement 

supplemented 

supplies 

support j j 

supreme "»"* — 

supreme court 

surety 




Optical 
binocular 



SwitserUnd 

swivel 

syllable 

symbols 

symmetrical 

symmetry 

sympathetic 

sympathy 

symptoms 

synchronous 

syndicates 

Syracuse 

Syrians 
syringe 
system 

systematic 
system* tiled 



<-£V 



?* Cy f 




*~* <r 



/ ^ 



.«{ 



Thanksgiving 

that 

theater 

theft 

themselves 

then 

thence 

theology 

theoretical 

thereafter 
therefore 
therein 

thereof 

thereto 

thermometer 

thermostat 

thicknesses 

thinkers 

thither 

thorough 

thoroughly 

though 

thoughtful 

thread 

thrift 

thriftiest &*£**-£. 

thrilled ^* /* 

throat 
throttle 
throttle valve 

throughout 

Thursday 

ticker 

GREGG 



•C* 



^ 




diaphragm 

iris 

microscope 

opera glass 

optical 

polariflcope 

prism 

pupil 

retina 

spectacles 

spectrum 

stereoscope 

telescope 
Boats 
barge 

bark 

battle ship 

brigantine 

canoe 

cruiser 

galley 

launch 

monitor 



> 



propeller 

schooner 

steamship 

torpedo boat 

yacht 

Carpets 
Axmlnster 

Brussels 

drugget 

ingrain 

linoleum 

moquette 

Persian 

rag 

Smyrna 

tapestry 

Wilton 

Leathers 
alligator 

chamois 

grained 

kangaroo 

Morocco 

russet 

Russia 

sealskin 

sheepskin 



DATE NAME. 
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Measures 
bushel 

centigram 

centimeter 

decigram 

decimeter 

dekagram 

dekameter 

gram 

hectogram 

hectoliter 

kilogram 

Mter 

meter 

milligram 

milliliter 



ton 

Stocks 
bear 

broker 

bull 



liquidation 

long 

manipulate 



% 



margin 

preferred 

registered 

scalper 

short 

ticker 

Months 
January 

February 

March 

April 

May 

June 

July 

August 

September 

October 

November 

December 
Days 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 



r 





C-,. 



z 



tontine 

tools 

Topeka 

tornado 
Toronto 
torpedo boat 

total 
totalizer 
touring car 

tower 
tracer 
tracery 

tracing 

trade-mark 

trader 

traffic 

tragacanth 

tramping 

trance 

transact 

transaction 

transatlantic 

transcribed 

transcribing 

transcription 

transcripts 

transfer 

transferred 
transformer 
transforming 

transient 

transit 

transition 

translate 
translation 
rible 






"£. ~*y 



^?^~j 

<*-**- ^ *&-) 



y 



2 



C^ 



transmit 

transmitter 

transom ^ -<*• 

tnuisparency Q-^ 

transparent 

transport •<* <» 

transportation, C~" C-? 
transpose 

traveler 

traveling 

travels 

treasurer 

treasures 
treasury 



r 



<r 






trioxide 

triumphantly **^£ 

triumphs ^-^^? 

trivial ^ 

trolley car 

troub 



truck 
trunk 

trustworthiness 
tubercular 

tuberculosis 

Tuesday 

tuition 

turbine 
Turkey 
turning 

turpentine 

tweeaers 

twice 

typesetting 
typewriter 
typewriting 

typewritten ^ ^^ 

typographical f s~ *T **^^r 

tyros <-* «X__^. 

ultimately *y^ *%s 

ultimo 

ultra vires 
unaffected 
unambitious 

unceasingly 
uncertainty 
uncommon 

uncomplainingly 
unconscious s~> —^7 
uncorrected .( • -^ 

undecided 

underestimate 

underlying 

underscoring 

undersised 

understandingiy 

underwear 

underwriter 

undoubtedly 

undue 
unduly 
unearned 

uneducated 

unequaled 

uneven 

unexcelled 

unexpired 

unfamiliar 

unfit 

unfortunate 

unfortunately 

unhandy 
uniform 
uniformity 

uniformly 

Union **p 

unique -* v 

unison 

units ^*3- 

universal 



4 



*. 



*/ 




university 

unless 

unlettered 



7 
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nnlik* 

unlisted 

unload 

unmanufactured 

unnatural 




MlllWJWmiMJ 

unnumbered ^^ 
unoccupied **"* 

unparalleled --r 
unpleasantness r 
unprecedented 




Venice 
- - — ventilated 
" ^£ ventilation 

ventilators 

veranda J & J J 
-7 verbal *0»^ o^ ^ 
verbatim . X />^- 




vacant 

vaccinate 

vaccine 

vacuum 

valuable 

valuation 

valued 

valueless 

valve 

vamp 

Vandalia 

vanilla 

variation 

varied 
variety 
various 

varnish 
varying 
vaseline 



€XL*^ C& o^f ward 

. wardrobe 

y_ y _/ warehoui 
^7 0« Xl^- warned 
warranto 





EXERCISE 119 

Atlantic Coast Line, A. CUL. 

Baltimore & Ohio, B. A O. 

Boston <fc Albany, B. A A. 

Boston A Maine, B. <fe M. 

Burlington, C. B. & Q. 

Canadian Pacific, C. P. 

Central Railroad of Georgia, 
C. R. R.ofGa. 

Central Railroad of New 

Jersey, C. R. R. of N.J. 

Chesapeake A Ohio, C. A O. 
Chicago A Alton, C. A A. 



Chicago, Milwaukee A St. 
Paul, C. M. A St. P. 

Chicago A Northwestern, 

C. A N. W. 

Chicago, Rock Island A Pa- 
cific, C. R. I. & P. 

Cleveland, Cincinnati, Chicago 
A St. Louis, C. C. C. A St. L. 

Colorado A Southern, C. A S. 



Delaware A Hudson, D. A H. 

Delaware, Lackawanna A 
Western, D. L. A W. 

Denver A Rio Grande, 

D. A R. G. 

Erie 

Grand Trunk, G. T. 
Great Northern, Q. N. 
Illinois Central, I. C. 



Lake Erie A Western, 

L. E. A W. 



Lake Shore A Michigan South- 
ern, L. S. A M. S. 

Lehigh Valley, L. V. 



RAILROADS 



« 
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Long Island, L. I. 

Louisville & Nashville, L. & N. 

Maine Central 

Michigan Central, M. C. 

Missouri Pacific, Mo. P. 

New York Central, N. Y. C. 

New York, Chicago & St. 
Louis, N. Y. C. & St. L. 

New York, New Haven A 
Hartford, N. Y. N. H. & H. 

Norfolk & Western, N. & W. 

Northern Pacific, N. P. 

Pennsylvania, P. R. R. 

Philadelphia & Reading, 

P. & R. 

Pittsburg, Cincinnati, Chicago 
<fe St. Louis, P. C. C. <fe St. L. 

Pittsburg, Ft. Wayne & 

Chicago, P. F. W. & C. 

Pittsburg & Lake Erie, 

P. & L. E. 

St. Louis & San Francisco, 
SttL.oYS. F. 

Santa Fe 

Seaboard Air Line, S. A. L. 

Southern 

Southern Pacific, S. P. 

Union Pacific, U. P. 

Vandalia 

Wabash 

West Shore 

Wisconsin Central 



warranties 

warrants 

Warsaw 

washer . 

Washington 

washouts 

wasted 

watchful 

Waterbury 

water coolers 

Waterloo 

watermark 

Watertown 
WatervHet 
wattmeter 




West Bay City 
Westchester 



Western Union 

WestHoboken 
Wertinghoose 
West Virginia 

whale 
wharf 
whatever 

whatsoever 

Wheeling 

whereas 

whereby 
whether 
whichever 

whichsoever 



*4 *- 



White Mountains 

White Plains 

whoever 

wholesale 



wholesome 
whomsoever 

whosoever 

Wiehtta 

wide 

widespread 

widest 

widows 

width 

wield 

wife 

wild 

wilder 

Wilkea-Barre 

Wdkinsburg 

William 

Williamsport 

Wilmington 

Wilton 

winches 




